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Download and Installation

Moving QuickDOC from one machine to another

If the machine to which you’re moving doesn’t have QuickDOC installed (which is the usual case),
it's the same as a new installation, with the following caveats:

IMPORTANT: If at all possible, update the current machine to the latest QD Version
before making the move. This will ensure that any new install on a new machine doesn’t
have to deal with an older database type when trying to locate it. If this isn’t possible, be sure
to point to the correct database location on installation, or see the Database Version is
Different section in the Database section, below

If you're using QuickDOC now, you can move just the QuickDOC.MDB database to a server
(assuming it isn’t already located there). Pick a central location that the new computer will also
see and make the move from within QuickDOC by clicking setup on the menu bar, and then
Locate QuickDOC DB. Double-click the drive and folder icons to open them until you get to
the central spot, then click the Locate Here button.

This will allow you to continue saving data on the old machine right up to the end.

On the very last day you use the old machine, at the end of the day copy (or move) the following
folders from your C: drive to a temporary storage spot on the network:

C:\QDBorrow (and its subfolder BackImp)
C:\QDLoan (and its subfolder BackImp)

As soon as the new machine is set up, even before you install QDPortal or QuickDOC on the new
machine, copy these two folders (and their BackImp subfolders) to the identical positions (right
off the C:\ root) on the new machine. These folders contain all the raw data downloads (and their
backups) from DOCLINE sessions.

You don't have to save any of the program (QDPortal or QD) files on the old machine. Since both
programs MUST be installed from scratch on the new machine (instructions below), there's no
point in saving the old program files. Just the database (the .MDB file) and the two C:\ folders are
all that we'll need.

Download QuickDOC

Latest instructions are always at http://nnim.gov/quickdoc/InstallQD.html but general instructions
are as follows:

If you can take advantage of Web-based installation (some firewalls complain about it) use
the Weblnstall to start the install or update.

If you get "Authentication Errors" when trying the Web-Based Install, get the complete
installation file (the filename is QDSetup.exe, and this file comprises the complete program in
a single (LARGE) download file. It actually makes for a less troubled installation in some
cases, since many firewalls don't interfere with straight downloads such as this one. It may
take a few minutes to get it, though, since it weighs in at over 25MB.


http://nnlm.gov/quickdoc/InstallQD.html

Check the file at http://nnim.gov/quickdoc/QDFixes.htmlto see a list of infelicities made felicitous;
check under QDNew version (e.g., http://nnim.gov/quickdoc/QDNew?211.pdf) for changes and
additions to each update.

Download the QuickDOC Executable Only

In the case of Minor upgrades only, you can download Only the QuickDOC executable to
replace your current version. This may make sense for Windows NT Installations, which often
require Administrator Accounts to perform installs. If a complete installation or update isn't
necessary, you can replace the executable on each machine running QuickDOC in the following
manner:

O Save a copy of the current QuickDOC.exe. *** ALWAYS a good idea ***

O Right-click the shortcut and choose the Shortcut Tab to get the full path.

a Open Windows (or NT) Explorer, drill down to the folder with QuickDOC.exe (shows in
right pane)

O Right-click the QuickDOC.exe filename, choose "Copy"

a Click the Backup folder in the left pane, which shows contents of the Backup folder in the
right window

O Right-click on any white space in the right pane (Backup folder contents) and click
"Paste" (Over-write any earlier version, should there already be a copy there.)

0 Download the latest version of QuickDOC.exe, and

O Save it to the same folder as the original QuickDOC.exe (overwriting the current version),
or save it to an easily located folder and then copy and paste it over the current version.

This method only works for updates where only the exe file has been changed. When in
doubt, it always makes sense to do either the Web-Based installation or the Full Installation
instead.

When you're asked where to save the downloaded installation file (QDSetup.exe or
QD2x.exe), you can save it anywhere, but make sure it's easy to find when you're finished
(the desktop is often a good choice). If more than one computer will be running QuickDOC, it
makes sense either to save it directly to a server which is accessible by all, or to download to
somewhere easy to find on the C: Drive (like the Desktop) and then copy it to the network
share.

[As always, this download is made possible by the great people at NNLM/PNR (thanks
especially to Michael Boer at the RML for great support on the server side)].

Once the file is saved, close down your browser and exit any other programs that
might be running. If the install program is checking for files it needs to update and one of
these is open, you'll have to do a reboot of the computer to continue on, so the fewer files
open the better.

Find the downloaded file on the Desktop, or in the Temp Directory (or wherever you put it)
and either move it to a central Server folder, most likely the one where you intend to keep the
central QuickDOC database, if you want to run the installation or update on a number of
machines attached to the server, using the central QuickDOC.MDB database. If you're
installing on this one machine only, just install from there.

QuickDOC and QDPortal will work together, but they are still separate programs as of this 2.0.x
release. They'll be joined eventually, but it's still possible to have both running at the same time,
and to pop back and forth between them using the Taskbar as a tool to do so.


http://nnlm.gov/quickdoc/QDFixes.html
http://nnlm.gov/quickdoc/QDNew211.pdf

Installation

Each machine that will be running QuickDOC will need to run the Install.

Even though the data files will be saved on a server, the program itself will be installed and
running on a local machine, and that machine MUST have certain files installed and available
locally. You'll be choosing a local C: Drive folder first (usually QuickDOC under the Program
Files folder, unless you intend to put the data files on a NetWare server which doesn't support
long filenames---if that's the case, then you'll want to choose the shortest possible file paths
for BOTH the program and the database: use C:\QuickDOC for the program; and something
like F:\Apps\QuickDOC for the database files).

Rights to Install

Whatever you decide about the location of the Program files and the Database, if you're
doing an initial install (or an upgrade that requires installation of additional support files---
something other than just the overwrite of QuickDOC.exe, as outlined in the instructions
for "Minor" upgrades, above), you'll need Admin rights, in most cases, if you're installing
on WIinNT 4.x or greater.

Memory Requirements — 64MB+ RAM Memory Installed

QuickDOC may run with 32MB RAM memory, but 64MB RAM is the practical minimum, and
the best environment will have 128MB available for forms and current data.

Operating System Requirements
QuickDOC will run on any 32-bit Windows system, but there are some caveats based on
known Win32 OS limitations:
Win95: Versions earlier than 4.00.95b may have some problems.
WinNT: QuickDOC will not load if the NT Service Pack 5 or greater is not loaded.

Internet Explorer Version Requirements — IE4 or greater; IE5 recommended

QuickDOC (or QDPortal in versions where the Web Browser is outside of the Main Program,
which is the case in anything less than QuickDOC 2.5) must use Internet Explorer Version 4.x
or greater. |E 5.x is recommended, if this is practical; there are still transient problems with IE
5.5 and 6.x, although QuickDOC will work with either.

MDAC (Microsoft Data Access Components) Requirements

QuickDOC requires MDAC 2.6 (installed with SQLServer 2000 and later) and may therefore
need an MDAC installation on first install or update. Once MDAC 2.6 is installed, it can’t be
uninstalled, and the operating system will continue with that version whether QuickDOC is
uninstalled or not. Windows XP uses MDAC 2.7, so users with XP won’t see any new MDAC
components installed.

Information on MDAC versions is available at http://www.microsoft.com/data/download.htm

This site also provides a download of the Component Checker program, which does an
analysis of your current MDAC installation and can be used to diagnose errors in the
installation. As described at the Microsoft web site:

The Component Checker tool is designed to help you determine installed version
information and diagnose installation issues with the Microsoft Data Access


http://www.microsoft.com/data/download.htm

Components (MDAC). Component Checker runs on the following operating
systems: Microsoft Windows 95, Windows 98, Windows NT 4.0, Windows 2000
and Windows XP.

MDAC is installed with humerous Microsoft products and also can be redistributed
using the redistribution program (mdac_typ.exe) accessible through the links on
the rest of this page.

Component Checker is a customizable tool that performs the following tasks:
e Identifies the current MDAC installation on a computer.

e Creates a series of reports about the files identified for the current MDAC
installation.

¢ Removes the current MDAC installation after listing .dll conflicts and
identifying programs that reference a given .dll.

Executing the Installation Program

Once you've decided where your QuickDOC folders will be located, find the QDSetup.exe (or
QD21.exe for Web-Based installs) file (either on your Desktop, or in your default Download folder,
or at the central network folder where you saved or moved it) and execute it (a double-click will do
it). The Wise Installation Program will begin.

[In the event that your browser saves the file to some unknown destination, you can find
the downloaded file by opening up Windows Explorer -- Start Button - Programs -
Windows Explorer -- clicking once on the C: Drive if it's not already highlighted; then click
"Tools" at the top, and "Find File" <filename>. (The Filename is QDSetup.exe.) Once
you've found it, double-click on it to begin.]

Long Filenames.

If you're storing the QuickDOC.MDB database on a server, and it's a NetWare server, make
sure it can handle Long Filenames. This isn’t a concern with NT Servers, or Windows
versions after NT 3.5.

Otherwise, every attempt has been made to make to permit the QuickDOC.MDB database to
function on a Long-Filename-Challenged server, but no guarantees are possible. Better to
use an NT Server or greater, or to store the QuickDOC.MDB database locally, if only one
machine will be using it, in the Program (C:\Program Files\QuickDOC) Folder.

QuickDOC.MDB on a Server

If you're not concerned with the long filenames problem (you're using NT or a version of
NetWare with the proper patch), you can take the long view and establish the
QuickDOC.MDB database on a central server. This is usually the best approach.
Advantages here are obvious: regular backups; easy installations on new workstations; etc.

QuickDOC Program Files Installation

Put the QuickDOC Program in its own folder under "Program Files" (this should be the default
anyway, unless you've already downloaded it and placed it someplace else). Make the
backup folder when asked. If you ever need to uninstall QuickDOC, you can do so in the
Control Panel - Add/Remove Programs, and any system files updated in the installation will



be returned to their older versions (it won't delete any database files, though, just in case you
find you really do want that data back).

MDAC

Because this installation also installs the latest Microsoft Data Access Components (ADO
2.6), unless you happen to be running Windows XP, or you've installed MDAC for some other
reason, you'll notice that you're prompted to reboot once the MDAC files are installed. This
upgrade must be completed and Registry files updated, before any other files are installed,
so you'll probably have to reboot at least twice during the first installation, although this will
only happen the first time.

Installation Steps

1% Step: Download the Update File.

The latest QD Update Information is always in the Qui ckDOC Upgrade
docunent: Links for Update Files are always at this address.
http://nnim.gov/quickdoc/InstallQD.html

QuickDOC Full (NoWeb) Install

Click on the complete installation file link (or the one to the left, if it's highlighted) to install the
upgrade (or new version) from one download. Save the QDSetup.exe file to a central source (if
there are multiple machines using QD, run the QDSetup.exe from EACH machine to be sure that
all files on the local machine are properly updated) or to the Desktop (or other easily located
folder, so you can be sure to find it when you need it!) on each machine where you want to run
the upgrade (or install).

QuickDOC Web-based Install

Click on the Web Install File (QD20.exe) at http://nnim.gov/quickdoc/QDManual/QD21.exe.
Instead of the full Local Install (QDSetup.exe) and Save it to the Desktop. The best place for
either the Web Install file (QD2x.exe) or the full Install file (QDSetup.exe) is the Desktop.

2nd Step: Run the Installation Program.

Click on either the QDSetup.exe (Full download) or QD2x.exe (Web-based install) to begin
running the Installation Program. You can mostly take the defaults on each screen, but pay
particular attention to the “Destination Folder” you are offered at the beginning of the install:


http://nnlm.gov/quickdoc/InstallQD.html
http://nnlm.gov/quickdoc/QDManual/QDSetup.exe
http://nnlm.gov/quickdoc/QDManual/QD21.exe.

¥3 Choose Destination Location

Setup will inztall QuickDOC in the fallowing falder.
To install into a different folder, click Browse, and select another folder.

In most cazes, choosze the C:AProgram Files folder on thiz machine. IF you
choozse to install the program on a server, remember that you will have to
run the [nztall program individually on each maching that uzes it [zame with
updates] 2o that any ‘Windows file changes are properly regiztered on thiz
rnaching.

Y'ou can chooze not o install QuickDOC by clicking Cancel to exit Setup.

I T e o

" D ezstination Falder

< Back """" ﬂ gty I Cancel |

Always make sure that the Destination Folder show on this screen is the folder where you
want the program to be located. The default program folder on first installation will be the
C:\Program Files\QuickDOC folder pictured above.

Watch the Destination Folder on Updates, especially, to make sure that update installations
are going to the same folder that the original installation was lodged in. It doesn’t happen
often, but occasionally the Install Program may get confused if an earlier installation was
made on a different Drive. A common indication of this confusion is when the executable
filename, QuickDOC.exe is somehow substituted for the folder name (sometimes you’ll see
an \UNWISE.EXE appended at the end, for some reason; this is also a non-starter and needs
to be fixed). This setup will obviously cause an error and must be fixed. Use the Installation
Program’s Browse Button to Select Destination Directory.



Select Destination Directory

II::"-.F'ru:ugram FileshQuickDOC exe

]
k. I

£ Componentdne
£ Internet Explarer
£ Microzoft Vizual Studio
£ Metscape

£ MuMega

£ Online Services
£ Outlook Express
£ plus!

£ PoirtCast

£ Q0Portal

£ QuickDOC

= Ol

B
Cancel

[

IE c:

[

As you can see above, QuickDOC.exe is not a likely folder name. You can edit this item
directly, by clicking at the end of that top line and backspacing over everything back to the C

at the end of QuickDOC. The box will now look like this:

Select Destination Directory

IE:'\.F‘ngram Files\QuickD O

Ok

Program Files
£ Accessories
C Citrix
(£ Comnman Files
£ ComponentOne
£ Intermet Explarer
£ Microzoft Wisual Studio
£ Metscape
£ MuMega
£ Orline Services lI

e T W T VN PR s PP,

IE c j

Cancel |

Click Ok and proceed with the rest of the Install. The other defaults rarely cause any
trouble, so it's best to click Next until the installation is complete. Depending upon the
machine and Operating system, the process of “Updating System Components” may

take some time, so be patient and allow the process to be completed.

When the install is finished, you will probably be prompted to reboot again, depending

upon whether files needed to be updated

Preparing for First Use

You'll now see a new QuickDOC Shortcut on the Desktop. It's time to decide where the

QuickDOC.MDB Database will be located.
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Locate the QuickDOC.MDB Database

1. In general, if you think that more than one computer will be using the files, it's best
to locate the data files on a network drive. Make sure that all potential users have all
rights, including Create, Delete and Modify Files, Folders and subdirectories in the folder
you choose.

2. If only this machine will be running QuickDOC, the database will be located, by
default, in same folder where the QuickDOC.exe file is located. You can always change
the location later using the Locate QuickDOC DB choice under Setup on the
QuickDOC Menu Bar.

F QuickDOC for Windows

File Edit || Setup | AddNew Lockup | Biling
'5‘@ Setup Farm
@ Locate QuickDOC DB

rmport 00F 24 Biling Setup

_ @ Edit Library Charge Frafiles

3. The Locate QuickDOC DB choice leads to the QuickDOC.MDB Database Operations
Form, which is used to move the QuickDOC.MDB database, as well as to identify the
location on first installation (see below).

Setup QuickDOC.MDB Database on first Installation

The first time you start up QuickDOC, you'll first be asked to determine your database location.

This will also occur the first time each new user or machine performs the install, though in those
cases, it's just a matter of pointing to an existing database rather than deciding where it goes in
the first place.

The Message Box will inform you that:
Setting Up the QuickDOC.MDB Databaze I

Feady to zet up the QuickDOC.MDE Databaze far Thiz kM achine.

[f wou have already set up a location for the QuickDOC Database on a zerver,

wau can zearch far it now. O if thiz iz the first installation, you can chooze where
the QuickDOC D atabaze is to be located. [F more than one machine will be using it
it makes senze to lozate it on a maching that iz acceszible to all work stations.

The Default, if pou are using juzt this one machine, iz in the QuickDOC Program Folder:
CAPROGRAM FILESSAUICKDOC

Hit &y Key To Continue.

1. If you've already set up a db on a server, you can search for it;

2. Ifthis is a 1stinstallation, you can choose a server location or stay local;
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3. The default will be the folder where the program has been installed.

Hit any key, or click the OK button, and you'll get a chance to select the database location, using
the familiar Windows Drive and Directory List Boxes. If you already have a central database
location, then use the List Boxes to point to the site of the database for this installation. This will
ensure that all machines are saving data to the same database.

= QuickDOC_MDB Databaze Operations E2

Click an Drives and Daouble-Click Falders Ta Search Far & Current QuickDOC

EJPROGRAM FILES

: & QUICKDOC

(1 DEBackup

=

Current DB Path is:
CAPROGRAM FILESWAUICEDOCWuickDOC.MDE

Open Up a Mew Folder in the Box Above If You ' ant To Move the Databaze.

Lotate Here | E xit

The form will open with the default C:\Program Files\QuickDOC\QuickDOC.MDB location, as
is the case above. The Locate Here Button will be enabled, so if you’re satisfied with the default
location, just click Locate Here and then Exit. If you want to locate it at a previously created
central server location, click the arrow to the right of the c: in the Drive Box, above, to expose the
list, then double-click the Drive icon next to the letter you want. This will expose the list of folders
for that Drive in the Directory Box to the right. Open the necessary folders to drill down to the
one you want by double-clicking on the folder icon until it opens. If you're installing on a second
machine on the network, when you’ve opened the folder where you want to locate the
database, you’ll see “FOUND ONE HERE?” in the yellow box, indicating that a QuickDOC.MDB
database already exists.

When searching for the central data file, each time you double-click on a folder where a
QuickDOC.MDB file exists, a message will appear stating that a QuickDOC.MDB file was FOUND
HERE, along with the file information: File Size; Last Accessed, etc., and the “Locate Here”
button will be enabled.

If this is the first locate operation, just click Locate Here when you’ve found the proper folder and
then Exit.

The Database is an Access 2000 style database called QuickDOC.MDB. Although you don't
need Access 2000 installed on your machine, if it is installed it can be used to format your own
local reports, etc. If you want to work with the database tables directly, it's usually wise to work
on a copy of the database rather than the real thing.

Memory Problems on machines with less than 64MB RAM

Because there are some forms with a large number of controls, boxes and other data, computers
with only the minimal 32MB of memory will probably have problems during the course of
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operation. To be safe at least 64MB of RAM should be installed; 128MB will improve
performance that much more. On the QuickDOC Splash Screen at Startup there will be a
notice of Memory Resources Available. If those resources are at the low end, a more elaborate
notice is given:

/ QD4Wwin

Memory Resources Available:
Total Physical 31,380K

QuickDOC
[This will cause very slow

for performance and may even
stop some forms from loading.

W|nd0ws ///_,_, A minimum of 64MB RAM

is required, 1286MB is best.]

/7

//

Vi / (QD4Win)

QuickDOC ... Loading ...

If you see a message like the above on startup, then it’s time to think about installing a memory
upgrade. You'll avoid problems and also experience a marked increase in performance.

Database Installation Troubleshooting

Problem Opening Version Table

When you see "Problem Opening Version Table" as QuickDOC starts up, in most cases it
means that the database isn't being found where the program thinks it should be (it can also
occur if someone has locked down the database for some maintenance operation, but this will
rarely be the case, and if it happens just after downloading an update, then it's probably a
location problem).

Each machine running QuickDOC keeps track of where the database is located by checking a
Registry entry. If it doesn't find the db there, it next looks in the program folder (typically,
C:\Program Files\QuickDOC) to see if it's there.
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If it finds one there, it will go ahead and use that one, but if not, you'll get that error. In general,
this could occur if the database was moved outside of QuickDOC (rather than with the "Locate
QuickDOC DB" form) and consequently the Registry entry no longer pointed to the correct
location.

Try this as a way to recover. First, use Windows Explorer (or NT Explorer) to check whether the
QuickDOC.MDB database file is in the folder you expect it to be in (the recommendation is either
the QuickDOC Program folder, if you're using only one machine or some file server location if
you're using more than one). If itis, and if the size of the file is greater than 4720K or so and it
was recently accessed, then it's probably the one.

If you want to look and see where the Database Registry Entry thinks the db is, do this:
1. Click the Start Button, then "Run."
2. Type: regedit in the run box and click OK.
3. When the Registry Editor comes up, click the + sign next to the following:
HKEY_CURRENT_USER, then
Software, then
VB and VBA Programs, then
QuickDOC

4. Under QuickDOC, you'll see a Database folder; click once and its values will show up
in the right pane. The path next to "Location" is where the program THINKS the
db is.

5. Make a note of this path and close the Registry Editor (DON'T try to make any
changes with the Editor!) either by clicking the x on the upper right or clicking
"Registry," then Exit.

Next look in your Program folder (C:\Program Files\QuickDOC) to see if there's a default
QuickDOC.MDB file in there. If there isn't, you can rename the QDUpd.MDB file to
QuickDOC.MDB and try to start up again. If this works, then skip to Locate the DB Again,
below.

If there's already a QuickDOC.MDB in the Program folder and you're still getting the error, then
your best bet will be to delete the Database key so that QuickDOC sets up the location anew.
Follow all steps in the list two paragraphs above until number 4. In number 4, where you first see
the Database folder under the QuickDOC key, right-click on the folder icon and choose "Delete
this Key." Once the key is deleted, choose Registry from the menu bar, then Exit.

When next you start up QuickDOC, it should announce that you'll need to identify the Database
location, etc. If you're not brought directly to the "Database Operations" window, then...

Locate the DB Again

Click "Setup" on the menu bar, then "Locate QuickDOC DB." Find the Drive and directory
where you want the db to be located by clicking on the proper drive in the drive box, then double-
clicking on folder icons until the one you want is highlighted in the directory list box. Click the
Locate Here button and wait until the Exit button is highlighted (will happen nearly at once if
there's no QuickDOC.MDB in the location already). Click Exit, then exit all the way out of QD
and come right back in (just to be sure the Registry is rewritten).

Use the same Setup and Locate QuickDOC DB choices on each machine to make sure that all
machines are pointing to the same database. Current database location is displayed on the
Status Bar of the main blue QuickDOC screen (unless it's hidden by the Task Bar) and also in
the yellow box that displays in the middle of the "QuickDOC.MDB Database Operations" form
when it first appears (after Setup - Locate QuickDOC DB choices).
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This is a bit complicated, but will get the job done. Once the db is established, don't move it
except by using the form mentioned above.

Windows NT Workstation Installations:

Thanks to Anne Comeaux at UTHSC San Antonio posted a message on QuickDOC-L regarding
NT4.0 Installs for QDPortal. This also applies to QuickDOC (just substitute QuickDOC for
QDPortal, below):

We also have NT 4.0. | received the [DLL in Use; Reboot Message], but, in my case, the
computer did not automatically reboot as | canceled the install. | had to log in with an NT
Administrative account and install the portal program in that way. | then set the NT permissions
for the desktop QDPortal shortcut to allow access for the users in our ILL department, giving each
of them full control. | then copied the shortcut from the desktop to the C:\winnt\profiles\all
users\desktop and C:\winnt\profiles\all users\start menu folders. Now, the users | gave
permission to use the QDPortal shortcut can log in as themselves and use the program. Each
user has to setup the login, password, LIBID, and address once the first time they click the
QDPortal shortcut.

| hope this helps. If you do not have administrator privileges for your Windows NT network you
may have to get help from someone who does.

This situation occurs only when NT Security is set up to restrict the ability of individual users to
access certain areas of their own machines. Only a user with Admin privileges can perform
installs or access certain parts of the Registry. Also, certain values are kept in the Registry
under the "Current User" Key, so each user may have to log in once to write values to his or her
username. Values saved with QDPortal will already be there, for those who have used the
QDPortal Program. If you are doing an Update, not an original Install, and are brought to a blank
Setup Screen right after starting up QuickDOC, then check to be sure you’re logging in under the
same username as the previous setup. Have a look at the Registry Settings under your
username as described under Problem Opening Version Table, above.

Registry Settings Made by QuickDOC and QDPortal

The following Registry Settings are made by QuickDOC and QDPortal, on first startup in some
cases, and as needed in others. All the settings are in

HKEY_CURRENT_USER\Software\VB and VBA Program Settings\QuickDOC
Or HKEY_CURRENT_USER\Software\VB and VBA Program Settings\QDPortal
QuickDOC Registry Keys:

\Database\DataSource - holds the full DataSource name for ADO Connection String

\Database\Location - holds the full path to the QuickDOC.MDB database
\Database\Provider - holds the full Provider name for ADO Connection String
\Database\ProviderString - equals “Jet” for MS Access 2000
\Database\Security - holds the full Security setting for ADO Connection String
\Identity\AddrID - identifies Local Address record in QuickDOC.MDB
\Identity\AddrID - identifies Local Address record in QuickDOC.MDB

[most of the entries now under ... \Identity will be moved to the database in due course, and
Registry entries will be deleted.]

\Initialization\ErrorLog - identifies type of errors being logged (full or abbreviated)

\Initialization\FirstPortallmport - set to “Done” once this has been accomplished on this machine
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\Initialization\Initialized - set to “true” after first running

\Initialization\OlIdDOSDir - identifies old DOS QD Directory, if any.
\Initialization\PatsListimported - set to “true” when an old Patrons File has been imported
\NLM\DefaultRP - used by QDPortal if a Default Routing Prefix is specified
\NLM\DOCLINE_HTTP - used by QDPortal to specify DOCLINE URL

\NLM\LIBID - LIBID of this Library, will probably be moved to the database
\NLM\NNADays - used by QDPortal as the default Not Needed After days
\NLM\Password - used by QDPortal to send Login Password, if desired.
\NLM\SendPatronNumberOnly - If set to “True” will send the Patron Number only to DOCLINE
\NLM\UserID - used by QDPortal to send Login User ID
\Printing\InvoicePrinter - identifies the Printer that this machine uses to print Invoices
\Settings - holds the last settings of the Main Program Form to restore
\Version\CurrentVer - holds the current version of QD to compare with DB version.

QDPortal Registry Keys:

\Initialization\Location - holds the current location of QDPortal program.

Installing on NetWare 3.12 or other "long filename challenged" servers

As mentioned above, if you're using a version of NetWare that doesn't support long filenames
(you'll know if you ever tried to install a Windows Program on the Server, probably, if you are),
you may run into trouble, even if you keep all your files on the C: drive (which will happen if you
install from a QDSetup.exe that happens to be on the network). If this is the case, use the
shortest possible file paths. We've been successful with C:\QuickDOC for the Program Files and
F:\Apps\QuickDOC for the DB files.

Running Multiple QuickDOC.MDB Databases from One Location

We are two hospitals in a system network. We have a QD subscription at each library. Our IS
department would like to set up QD on the network with two folders, one for [Library A] and one
for [Library B]. They then would like to have both available on the pc's at each site so if someone
is sick or on vacation the other library could pull requests etc..

It is important for us to maintain both copies of QD for statistics and funding. Is there anyway this
can be done?

I'm planning to make this kind of setup easier at some point (probably not until after QD and
QDPortal are joined, though, and I'm not sure exactly when THAT will be), but for now it's a bit
difficult to do both libraries on one machine. In part this is because the program keeps the
current database location, and other indentity stuff in the Registry of the machine being used,
under the HKEY_CURRENT_USER\Software\VB and VBA Program
Settings\QuickDOC\Database key, so one set of data there would undoubtedly conflict with
another.

If you set up two user names, that would work---you could log in as one for one library and the
other for the other library---but | expect this would also cause problems down the road, because
of the way QDPortal is currently set up. Because the two programs work in a serial fashion:
QDPortal logs into DOCLINE, captures the data as text files in either C:\QDBorrow or C:\QDLoan,
where it sits until you start up QuickDOC and click the 'Import QDPortal' button, there's always a
danger of getting these captures mixed up, so that records meant for one db would go to the
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other. The backups of the capture files, which are kept in a Backlmp folder just beneath the main
capture folders, would automatically be mixed, and would be useless as a way to restore any
data lost. And the Patrons List that appears in QDPortal, which is created and refreshed from the
Patrons Table in the database whenever QD is run on that machine, would also be problematic.

Once the two programs are joined, though, these problems will diappear; it's just that | don't know
how long that'll be.

Meantime, though, there might be a solution. Locate the QuickDOC.MDB database from each
library (use Setup on the Menu Bar, then Locate QuickDOC DB) in a separate folder on a
shared drive, if you haven't already done so. Make sure that all the machines but one from
library A point to [Share]:\LibraryA\QuickDOC.MDB. Same with Library B to
[Share]:\LibraryB\QuickDOC.MDB. Designate one machine in Library A to do the Library B
work (and no Library A work), and vice versa for Library B. This will ensure that the Registry
on that Library A machine will always reflect the Library B settings, and that the C:\QDBorrow and
C:\QDLoan and Patrons text files will also be Library B. And the reverse at the other library.

Kludge, but it would get the job done.
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Updating from QDLend

Update Installation

Download and install QuickDOC as you would for a new installation (see Installation, above).
While you can install in the same folder as QDLend, it makes sense to create a new folder, so
that you can easily uninstall QDLend and delete its files once the full QuickDOC program is
functioning satisfactorily.

The default installation folder will be C:\Program Files\QuickDOC in most systems, but you can
choose another if that's more convenient.

The installation program for QuickDOC will update some of the QDLend support files (it uses
Microsoft Data Access Components version 2.6 instead of 2.5 of QDLend, so you may see a
message about installing MDAC 2.6 and requiring a reboot of the computer to continue), but
others will have been installed already, which will speed up the installation process.

Once you've decided where your QuickDOC folders will be located, find the QDSetup.exe (or
QD20.exe for Web-Based installs) file (either in your download folder or at the network site where
you saved or moved it) and execute it (a double-click will do it). The Wise Installation Program
will begin.

QuickDOC Shortcut on the Desktop

Take the defaults during the installation program, unless you’'ve decided to install the program
files in a folder other than C:\Program Files\QuickDOC, and you’ll be left back at the Desktop with
a new QuickDOC Shortcut icon (it's the same as your old QDLend icon).

4

2]
QuickDOC

When you click on this icon for the first time, the process of moving your data from the old
QDLend.MDB to the new QuickDOC.MDB will begin.

Database location for Updates from QDLend

The QuickDOC.MDB database will be located initially in the following manner:

1. QDLend.MDB was on either the C: or D: drive: The new QuickDOC.MDB will be
located in the same folder as the program itself (i.e., the spot you chose during
installation, generally C:\Program Files\QuickDOC). This should help alleviate some of
the confusion in finding the database file that existed in QDLend. You can still move it to
a server location (or anywhere else for that matter) but the default will be right where the
program itself is running.

2. QDLend.MDB was on a network share (anything but C: and D: usually---but not
always---means that this is the case): The new QuickDOC.MDB will be located in the
same folder that currently holds QDLend.MDB. This should ensure minimal disruption of
current configurations. Both QDLend.MDB and QuickDOC.MDB can co-exist, side by
side, but since all the data in QDLend.MDB will be transferred to QuickDOC.MDB, after
some time of testing to be sure all is well, the QDLend Program, and the QDLend.MDB
database, can be deleted. No reason to rush on that, though.
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What will be transferred from QDLend.MDB?

1. All the Borrowers created in QDLend will be moved to the much more expansive Libraries
Table in QuickDOC (tblLibs).

2. The Titles Table in QDLend will be matched against the much larger tbldrnls in
QuickDOC, and any Journal Title not already in the new Table will be brought over.

3. Allitems in the Credits, Deposits, Invoices and Payments tables will be moved over to
similar tables in the new database.

4. All Lend ltems from the old database will be moved to the new one. Since the new
database has a more intricate set of connections amongst tables, each of these old items
will be double-checked in the new database to be sure that all proper interconnections
exist.

Because the new database structure is much more detailed than the old one, this checking may
take some time to complete, but there will be visual notices on the Splash Screen as the process
continues:

F QD4Win

QuickDOC
for

Windows L

o

Ve

//

Y / (QD4Win)

Moved XXXWSS to QuickDOC.MDB... [370 Libs]

If there are any problems with moving the data, you may see Message Boxes like:

Problem Moving Records from [a Table] in QDLend.MDB

You may need to enter items manually or import from the File Menu.
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You can generally ignore these, since the Tables already exist in the new QuickDOC.MDB
database, for smaller tables such as Credits, Deposits, etc. In most cases, when you receive this
message for those tables, it means that they don’t exist in the old database (as they wouldn’t if
you were still running a QDLend version earlier than 1.5.6). If the message appears for the
Invoices table, or the Payments table, then that is a different can of worms, since those have
existed for some time. You may need to re-enter data, using Access 2000, if that occurs.

Ignore the ‘Import from the File Menu’ note, in any case, since it doesn’t work between QDLend
and QuickDOC at this time.

First Use --- Follow These Steps

Step One: Run the Setup Form

Once the records from the old QDLend.MDB database have been moved over to the new
QuickDOC.MDB, you'll be brought either to the blue QuickDOC screen or to the Setup Screen. If
you arrive at the blue screen, click ‘Setup’ on the Menu Bar and then ‘Setup Form’ to bring it up.

# QuickDOC for Windows

File Edit || Setup | AddNew Lockup | Eiling
D @4 Locate QuickDOC DE
E a1
[rmport G0OF 2= Biling Setup

_ @ Edit Library Charge Frofiles

The Setup Form will retain many of the choices made in QDLend (and also QDPortal, which
writes to the same part of the Registry as the QuickDOC program in many cases). Most of the
data will therefore already be filled in if you're updating from QDLend.

These items are used by QDPortal, as well as by QuickDOC:

The DOCLINE UserID and DOCLINE Password should match those given you by DOCLINE.
The Library ID Code is your library’s NLM LIBID.

The Default # Days will compute a Not Needed After Date for each request based on this
number of days.

The DOCLINE Address is either the original http://wwwcf.nlm.nih.gov/docline/index.cfm or the
latest abbreviated version: http:/docline.gov. They both work as of 12/2001.

The Default Routing Prefix (partially obscured by the Tool Tip below) should be filled in only
when you typically send most of your requests to one library on the first route. If that's the case
for your library, then put their LIBID in this field; you can then click a button in QDPortal to fill in
that field on DOCLINE automatically.

There is more on the Setup Form in the next chapter.
The values to check on updating are:

1. Make sure the Street, City, State and Postal Code values have been properly translated
from the old QDLend single-line format. If they are not, then you can fix them while
editing your library information, and then again here.

2. The Default Charge Profile will have been created from the Charge that was filed with
your library in QDLend. If that charge was $11.00 then the Charge Profile created will be
named 11Lib. If your typical charge was $3.00, then you’ll see a Charge Profile of 3Lib.
If your QDLend record showed a charge of 0.00 then your profile will show ‘Free’, as
above, with a Default Charge of 0.
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If you click the Down Arrow on the right of the Charge Profile box, you'll see a list of Charge
profiles created as a result of the transfer of data from QDLend. Any Library in QDLend with a
charge associated with it will generate a Charge Profile in QuickDOC with the format of: [that
Charge Amount] Lib. If your typical charge is $11.00 then there will be a Charge Profile of 11Lib,
with an initial value of $11.00 charge for Borrow and $11.00 charge for Lend. Nothing is
assumed in the Fax Surcharge or Rush Surcharge areas of the Profile. These you will create
later.

Step Two: Check Library Information from QDLend

Click the [More (your LIBID) Information] button. For library MAUBET (which is my Beth Israel
Deaconess Medical Center here in Boston), the button looks like this:

Mare MALUBET
Information

This button brings up the Library record for your local library values (which include many of the
defaults that the program will assume in various circumstances). The Default Local Delivery
Method, for example, will be the one you’ve chosen in your Library record. Records for Libraries
are displayed with a number of Tabs.

Library Form — The General Tab

The General Tab presents general Library information, along with a snapshot of values set on
other Tabs. See the chapter on Libraries, below, for more information.

The General Code and the NLM LIBID should be the same. Add any other values.

Library Form — The Address Tab

The Address Tab contains local address information. This should have been transferred from
QDLend, but check to be sure the Address values were parsed out properly.

Library Form — The Comms Tab

The Comms Tab has local communications information. Most of this should have been
successfully copied over from QDLend.

The Preferred Delivery you choose here will also function as the Default Preferred Delivery
Method. The fields in the ISO ILL Information box aren’t used until the ISO ILL Implementation.

Library Form — The Charges Tab

The Charges Tab contains information about charges and payment options. Most of the
information kept here is for libraries other than your own, but the Charge Profile you select here
will function as the Default Charge Profile that is applied to newly created libraries.

Charge Profiles that determine how you charge and are charged by other libraries are filed with
those library records. This concept is discussed further in the Libraries chapter, below.

The Preferred Payment Method combo box will also set the Default Library Payment Method
(currently this is set as “Mail” but will be configured shortly, so that the choice EFTS shown below
will become the default for new Libraries.



22.

The “This Library Uses EFTS For Payments” checkbox, however, should be checked if you want
the incoming Receipts from other libraries to show the EFTS status when they come in marked
“Epayment.” If this box is left unchecked, then no incoming Receipts will be marked automatically
as EFTS.

The State/Province Sales Tax box isn’'t implemented yet and will have no effect.

To edit Library Charge Profiles, use the menu choice under the Setup Menu.

F QuickDOC for Windows
File Edit || Setup | AddMNew Loakup | Biling

% Setup Farm
@ Locate QuickDOC DB

mport 0P 24 Biling Setup

_ M Edit Library Charge Prafiles
Library Form — The Groups Tab

This Tab is used in other Library records to assign various Groups (called General and Special in
old QD).

Step Three: Import Dept, Patron & Borrow Information from old QD

Before performing the first Borrow import from saved QDPortal records, import Department and
Patron records from old QD. If you were using the Patrons List in QDPortal and some of those
records were imported from old QD, then you need the [Patron Numbers] in brackets to
effectively match up the QDPortal Patron records. And we need the Department records that
pertain to each patron. Patrons no longer needed can be deleted after import, and after the initial
import from QDPortal Borrow records is complete.

The Import Old QD Data (DOS Ver) menu choice is under the File Menu, Import choice.

¥ QuickDOC for Windows

Fie Edit | Setup | AddMNew Lockup | Biling. EFTS Log

|°_‘? [Elmze File @
Save File Chil+5
o || A D
ﬂ &3 [DPortal Eomow [tems
(=1 Expait ... k| GDFatallendlemns

AR | External QuickDOC Diata

Cx Fleset Piger 0ld A0 Data [DOS Yer]
— |

This brings up the Import DOS QuickDOC Data Files form. If you've already imported Libraries or
Lend Items from old QD, then the “Path To DOS Import Files” will be filled in properly (assuming
you haven’t changed computers since then). If nothing has been imported before, use the Drive
and Folder boxes to find the location of the old QD files (it looks for a folder with a file called
QDCOMMS, which all old QD directories have, and displays relevant files if that file is found).

First, if you’re going to import any of the Borrow Items you’ve stored in old QD, set the Import
Date to Begin importing Borrow Items (or Lend ltems, for that matter). You can always come
back and import earlier Borrow ltems later.
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[ready Imparted] Date Ta Beqgin
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Check the Libraries box if you haven’t already done so in QDLend (if it's already been imported
then you don’t need to do it again, although it won’t duplicate anything that’s already in there).
Check the Patrons and Departments boxes, and the Items Borrowed box if you want to also
import old QD Borrow Items from Jan 1, 2000 (the default Begin Date) or earlier.

F2 Import DOS QuickDOC Data Files

Drata Filez Ta Impart:

¥ Libraries ¥ Departments [ ltems Loaned [T AllFiles
¥ Fatrons ¥ ltems Bomowed [T Billing Eiles it avail]
Pﬂth TD DDS II'I'IDD": FiIES!: II:I"-.Qumk'\E!ulcdec'xB.ﬁ.EKEDHH
Search For Data Files in Boxez Below:  [File(z] To Be Imported)] [File[z] Alrea
I (=Y j Backbor Libraries
Depts Loanz
i - Docdata DEPTS
£5) Quick, Docindex Patrars
Fulldept Bormows
D Eill= patronz
|;| Files

Importing Departments

The first group to be imported will be Departments (which are needed for proper Patron and
Borrow Item imports). For those who might have used the Department Full Name field in old QD
as a Cost Center field, you can also populate the Cost Center field in the new database:

Importing 113 Deptz From File: d:\QuckY3uickd il

2)

|mpart Department Full Wame Into Cost Center Fizld
= e Safell A Full Mame Field?

Mo Cancel |




24.

Importing Patrons

After Departments are imported, Patron Imports begin. In order to properly parse the Patron

Name line in old QD, the import program will first ask about the typical format for Patron Names in
old QD:

Ready To Import PATROMS File El

@ Ready Talmpart 971 Patrans From File: d:\MIuick\Ouickdoc\PATROMNS

Are Patron Mames Generally In The Format:
L astt ame Firzth ame [with or without a commal
I thiz File? [rour first Patron Mame iz shown below. ]

SalemMar, EDwIN MD

MHa Cancel |

You'll also be asked for the default local address to be assigned to each Patron (Patron
addresses weren’t saved in old QD, but Dept Addresses were, so if any addresses were imported

along with Departments, they should appear in the List Box. Otherwise, (None) will be the only
choice.

Search For Data Filez in Boxes Below:  [File(z] To Be Imported] [File[z) Already Imported] [ate To Begin
I == j Backbarr Libraries IJall 01, 2000 j
Depts Loahz
s | Dacdata DEFTS
SR Quick Docindes Fatronz
= oc Fulldept Barrows
patrans
[Hone] )
[CJINCS Choose the Default Local 330 Brookline Ave.
(] Kemit | hwddress From This Box ----»
|;"| Telapi j T
Imparting PATRONS [Eli-::k on the Street Address above. or choose [Mone] for no default]j

Click on either (None) or an alternate address to apply it to Patrons imported. Patrons with
different addresses can be edited later.

Importing Borrows

Once the Patrons and Departments are imported, older DOS QD Borrow Items are imported,
matched to the proper Patron and Department from the prior import. The import process also
tries to match the Journal Titles from old QD to the Jrnls Table in the new QuickDOC. There will
usually be some guessing on Journal Titles, etc.
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Report of Bormow Import =i

CluickDOC [mport detected that there were some requests not successfully imported

[Maot duplizates, which are automatically weeded out] or zome gueszing waz done in matching
Journalz and Patrong.

[t'z uzwially a good idea ta print thiz repart 20 that vau can verify Patran and Tille choices ar add an
itemns that were rejected.

'ou Can Print & Copy of This Bepart C:\Frogram FileshbMicrosoft Yisual
Studio®WE 334 AuickDOCAE arlmp. tst from MaotePad or WordPad Mow, Or Save and Check [t Later.
Open Report Mow'?

A typical Borrimp.txt file looks like this:

&5 Borrlmp.txt - Notepad o ]
File Edit Search Help

[Gunday, October 21, Z001 Feport of Borrows Imported From 0ld QD - MAUEET ﬂ
[Wotes Jrnl Imports where ISAN iz ambigquous (95%4+ will be 0Ok) & unmatched Libs]

BET-9512302997 - (fore than 1 watch) found for (ACTA CARDIOLOGICA) <0 DOS QD Jml Title |
DOS QD Citation: 1984 39(2):139-45

Chozen Title: Acta cardinlngicaRISSH: oool-5385
[Title in new QuickDOC MDE | [ Should match ISSH

EET-9812304127 - Couldn't find true IS5N watcl) for ANNALES D ENDOCEINOLOGIE
(Filed without an IS5N)as Title: ANNALES I ENDOCRINOLOGIE

BEET-9512304123 - More than 1 match found for ARCH INTERFNAL MEDICINE
D03 QD Citation: 1985 145(9):1535-7 Sep
Choszsen Title: Arch internal medicine I55N: 0003-9926

( | v 4

Once Patrons and Departments have been imported, we're ready to do the first import from
QDPortal saved items.

Step Four: Initial Borrow Import from QDPortal Saved Items

QDPortal saves items from DOCLINE sessions in the folder C:\QDBorrow. Unlike the QDLend
process, QuickDOC requires some action to begin importing (QDLend did it automatically upon
startup). You can use either the File Menu method or the Import QDPortal Button method.

The Import QDPortal from the File Menu, Import choice: The File Menu allows you to choose
to import just the Borrows or just the Loans. In most cases you’ll want both, but this choice is
available for the times when it's needed.
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The Import QDPortal Button will import items from both the Lend and Borrow saved items. This
is the easiest method and most often used. If this button is enabled (not grayed out), then you
know that there are some items to import. Just click to begin import.

QuickDOC for Windows
File Edit | Setup | AddMNew Lookup | Biling EFTS L

]

Irpart Q0 Partal B

[When this tutton is highlizhted, |-
there are iters (either Lend ox

[Eorroer or both) to be imported
from ODPortal saves. d

First Borrow Import from QDPortal

The first time you click the Import QDPortal Button (or choose QDPortal Borrow Items from the
Import Menu), a few checks are made. If you haven't imported the old DOS QD Patrons file,

you'll see a Message Box asking

0id DOS5 Patrons Mot Imported

B efore importing wour firgt batch of QDPortal Bormow Reguests,

it'z impaortant ta import any ofd DOS Q0 PatriondDept records that might be in your

Patrong Ligt.  Thig will insure that any [Patron Becs] from ofd G0 will match up with

the new Patronz Table. Click [Y'ez] to exit and impart ald QD records under the File

tenu, Import, Old DOS Q0. Click [Ma] bo continue an without importing D05 Q0 Records.

Impart old DOS A0 Patron/Dept Files Before Continuing?

If you don’t want to import your old DOS QD Patrons, click No and continue. The Patron match

will be a bit less determinate.

On the first import only, there will be another question: Which date to begin the Import? The
default date will be the first new DOCLINE date, July 17, 2000. Use this opportunity to move the
start date to a later date if perhaps you’ve entered new DOCLINE data into old QD and want to
use the old QD versions until a certain date when you will use the versions saved in QDPortal.
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Start Date to Begin Imports from QD Portal ' 5[

CluickDOC will Import requests zaved by Q0 FPortal beginning 17-Jul-2000,

Ih zome cazes you may want ko limit imports to a later start date,

zuch az the case where you've entered reguestz directly into old LD and want to uze those records
rathier than the ones zaved by QODPartal. [ that caze, click ‘Mo’ below and enter a Start kM onth and
Year [format]1-2001]

iti the resulting Input Box, Use Start Date 17-Jul-20007

Mo Cancel

If the default start date of 17-Jul-2000 is okay, just click Yes. If you click Cancel the process will
be cancelled. If you click No you can choose a new Start Date in the Begin QDPortal Imports

Start Date input box.

Begin QDPortal Importz

x|
Enter the mrm-w ta Begin Irmporting:

Cancel

| o1-2001]

Once the date is settled, the import will begin.

E2 Checking ODPortal Activity __. |

Irparting Baorrow Becards from Q0 Portal ..

Found Borrow Records To Process .. [mports are tracked to the left,
klick [Cancel] to stop the

irport process at any time.

Added Bomaw # 1

n

If you want to cancel the import, click the Cancel button; otherwise, let it run through to the end. It
may take some time, depending upon how many items you have in your C:\QDBorrow folder, and
the speed of your machine (up to a couple of hours for very large, complicated files).

Once the process is finished you'll be back at the blue QuickDOC screen, with the new
QuickDOC Toolbar:

QuickDOC for Windows I]
File Edit | Setup | AddMew Lookup | Biling, EFTS LocalBiling | Fieports Utiities | window | Help | LatestPortal: = Repts: 0 [ Added:

O & ¢ B = % @ | =

Import B0 Paortal Barmow Lend Add Bomow Add Lend Local Billing Library Eilling Patrons List Librarie:
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Step Five: Process Unsuccessful ltems from QDPortal Import

[Step One in Batch Processing]

Click the “Borrow” button above to get a list of all Outstanding Borrow Items (Cancels and
Loansome Doc Not Filleds will have already been processed). The first step in batch processing
is to cull out those newly imported items that were NEVER received. These we can mark as Not
Filled in the Grid.

Use your saved paperwork to process, one by one, those items that were unsuccessful.
Outstanding Requests are generally displayed without reference to Start Date and End Date
(since, generally, they will always be fairly recent), but you can use search for Request Numbers
to bring up the item you want, or just scroll to the appropriate row.

Field is Status of Request. DropDown Box Shows Allowed T
Values of: Queue {just inwvia Loansome Doc); Outstanding; ; Step 1 inbatch processing; Edit individoally i
Received; Not Filled; Imvoiced; Paid {to Lender); EFTS Payment. Cheﬂ‘“e those iters that were unsuecessful. Hot filled. |
anges —
i gfLe ) dano (] I gLe e
- Patron Dept Libr Chrg Year Title temT |HemF |Sent Rec Status R
o T Sajid ;I {None) |WILMIS ;| $11.00 |2000 Phytother Re: | Jourm: |Copy |7/17/2000 \ Outstandil
_ﬁ’ Sajid _~[(None) |MAUFDC _~|%0.00 1999 Cranio SJourni |Copy (711772000 \Outstandil
[ a Sajid _~|(None) [NYUCPS _~|%11.00 (1998 Arthritis care |Journ CoEr__Z|-'1?.-“2l]l]l] Autstandi
mi|F Sajid _*|{None) |[NYUCPS ~|%11.00 |1998 Arthritis care | Journ; Cuﬁio—“%'hmuuu 1141972 |Not Fille ™
[ L Sajid T |{None} |NYUCPS ~|%11.00 (1998 Arthritis care |Journ: |Copy |7/1772000 Outstandil

You can also sort by any column in this list to make it easier to find these items. Just click the
header above the column you want to sort and choose “Sort Ascending” or “Sort Descending.”

Step Six: Process Received Items with new Lenders in QDPortal Import

[Step Two in Batch Processing]

After all the Unsuccessful ltems have been processed, the next batch will be those that were
received, but filled by a Library other than the one to which it was first sent (NLM has estimated
that about 90% of items sent on DOCLINE are filled on the first route, so this part should be about
10% of your outgoing items, more or less). These need to be processed in the same way the
Unsuccessful ltems were published, above: one by one.

Field is for the LIBID of Lending Library. MayBe Up To 6
Characters Long. Select From DropDown Box, or Add a New a

Step 2 m bateh processmg: Change the Librarvy

Library By Choosing 'To Libs’ [or BH-T]. Save for items not filled in the first route (this may

Changes also change the Chrg field). Leave Status as
[Chatstanding; it will be batch processed in step 3. |2
; 0 g - By Reque be
- ROND Patron Dept Libr Chrg Year Title kemT [HemF |Sent Recd
ol <+ 10496  |Saijid ~ImMED wiowis | $11.00 Zl]q;l/ Phytother Re: |Journ: |(Copy |7/17/2000
_ﬁ’ 10497  |Sajid > |MED MaUFDC < |$0.00 1899 Cranio Journi |Copy |7/17/2000
_|#‘ 10498 Sajid ~ IMED NYUCPS ™ $1}Bﬁ’ 1998 Arthritis care | Journ: |Copy |7/17/2000
J‘#‘ 10500  |Sajid ~ |MED NYUCPS = 1$11.00 |1998 Arthritis care | Journ:|Copy |7/17/2000
=¥ 10501 Sajid > |MED mauTuy <=|$0.00 1998 ARternative th |Journ: |Copy |7/17/2000
_ﬁ’ 10503  |Sajid > |MED PAUPIT < |%11.00 |199% Rheumatol I | Journ: |Copy |7/17/2000

Change the Lender by clicking on the down arrow in the Libr cell and choosing the new Library.
Moving to another row or clicking the ‘Save Changes’ button will register the change. You don’t
need to mark the item as Received (although you can if you want to, adding the proper Received
Date), since you can batch process the item in the next step.
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Step Seven: Process All Other QDPortal Import Items to Received
[Step Three in Batch Processing]

Everything else on the list should now be a Received Item, with only the Date Received to be
determined. For the purpose of batch processing, you can choose a common date and then
batch process any number of items to Received, with that common Received Date.

The easiest choice might be to process them month-by-month. If you click the header on the
“Sent” column and choose ‘Sort Ascending’ you'll get the list in order by Date Sent. To select all
the July 2000 items, for example, first click the Record Selector (the button in the leftmost
column) next to the first row in July. Then scroll down and, while holding down the Shift Key, click
the Record Selector next to the last row in that month (or choose a date before the end of the
month when a common Received Date will best work). This will select all the items in that month
for processing.

@ .{"'-._._‘ % Step 3 inbatch processing: Salect all items for the
s . month by clicking on the Record Selector for the first
SEtDEfa'-”t WMark Rec'd Mark Paid Delete Save item in the month, scrolling dowm to the last item, and
Date Ark et Record | Channes | [then, while holding devm the Shift key, click on the
Record Selector for the last item in the month.

AII Requests Outstandmg By Request NUMDer

NYUCPS ﬂ %£11.00 (1998 Arthritis care [Journ; Copy | 7M17/2000
NYUCPS E £11.00 (1998 Arthritis care [Journ; | Copy | 71772000
MAUTUV E %0.00 1998 Alternative th|Journ; (Copy |7/17/2000
PAUPIT E $11.00 (1998 Rheumatol Irr | Journ; (Copy |7/17/2000
ILUADA E $10.00 (1996 Int J orofacia |Journ; (Copy |7/17/2000
MAUMHC E %0.00 1997 Am .J physica|Journ; (Copy |7/17/2000
MAUTUV E %0.00 1992 Problwveterini | Journ; (Copy |7/17/2000
Health econo | Journ:

aii ME
Fecord Selector button
9210 LaC L E—

| |* 165978 |Dick *lHoME  [MNUMAY ] $11.00

1999 |Cost quality q|Journ: | Copy |8/12000 |

Next choose the Default Process Date by clicking the ‘Set Default Date’ button. Use the Date
Box or the Calendar to choose the Default Process Date.

JulEl 2000 ~| @
' SetDefault, M
Curent Default Date iz 7/31/2000]

Etep 3a: Click on Defanlt Date and set for the end of the
mmonth being processed.

hark Paid

10498  (Sajid ﬂ MED NYUCPS
10500  |Sajid ﬂ MED NYUCPS

The current Default Date, by the way, is always available as a Tool Tip if you place the cursor
over the button, as above. Once the Date is satisfactory, click the ‘Mark Rec’d’ button to effect
the change.
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i 'LOIIIHII]II]Q ;I I —_——————————————

est Number. May Be Up To 14 Characters = Step Sh: Click the Mark Fec'd button and all selected records
nique in Database. : wrill be recorded as received on the defalt date chosen (the

Save end of the month in our example.
Changes
All Reque 0 anding - By Reque he

Patron Dept Libr Chrg Year Title temT |ltemF |Sent Recd |[St;
Saijid ﬂ MED WILWIS ﬂ $11.00 |2000 Phytother Re: |Journi |(Copy | 7/1772000 |7/31/20C|Re
Sajid > |MED MAUFDC ™| $0.00 1999 Cranio Journi |[Copy | 772000 |7/31/200 Re
Saijid > |MED NYUCPS = |$11.00 |1998 Arthritis care |Journ: |(Copy | 7M1M772000 |7/31/20C(Re

Repeat as necessary for the next month, until we're up to date.
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Setup

Setup Program

After locating the database files, on your first running of the QuickDOC Program you'll be brought
immediately to the General Setup Screen. (If you ever need to change any information later,
just choose "General Setup" under the "Setup" Choice on the Menu Bar.)

General Setup

General Data values are entered on the Setup form. Help for data entry is in the Blue box at the
bottom of the form.

X

ok Setup Screen

DAOCLIME Uszerid: IbetE'I DOCLIME Fazsword: bfo'u.r pasanord

Library 10" Code: IM,.-:-..I_I BET

Drefault for # Days to
Mot Meeded After D ate: |2'I
tore MALBET : )
g S | Verify DOCLIME Addr: |http:x’£wwwc¥.nlm.

| rlhttp:.-".-"wwwu:f. nim. nih. gov/doclinesindes. cfm

Click the button above to flesh out wour library's Prefis : I
local information

Q u ic kDOC Institution Mame : IBeth Izrael Deaconess Medical

Library Mame : I.-'i‘-.gcu:-s tedical Library

fO I W | N d OWSStreet Address © | 330 Brookline Ave.

City -
QuickDOC Setup ¥ [Boston
States/Province: IM'é" vI T il
oy
Paosztal Code ||:|221 3 charge i5 11, yom

Yersion 2.0.0 will see 11110 as

defamlt profile

Def Charge Profile; I Fre = I Def Charge $ ||_:|

This iz the new DI]ELIH_E HTTP Address. Default
Einizhed 15
http:/f

wwwcl nim_nih. gov/doclinefindex.cfm

his 15 the orginal address. hitp:fdocline gov alsoworks

Press <ENTER> or <TAB> to move from question to question. Click the Finished button when
data entry is completed. The first group of boxes may already be filled in if you've been using
QDPortal. Questions are as follows:

Enter your DOCLINE Userid in the first box. It's usually something like the one above, three
letters and two numbers.

Enter your DOCLINE password.

You New DOCLINE LIBID is usually in the format State/Province (2 letters), Country (1 letter),
SERHOLD ID (3 letters), e.g., MAUBET (Beth Israel Deaconess) or ONCCIS (CISTI).
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The Default for # Days box is to have the QDPortal program calculate a Default NNA date,
which can then be applied to any request by clicking on the NNA Date button. (Not available for
IE4.)

The current DOCLINE HTTP address is the default. Preferred default value is now:

wwwcf.nlm.nih.gov/docline/index.cfm

You can change the string here should the value change in the future.

The Default Routing Prefix is for libraries that commonly prefix most or many of their requests to
a single partner. Enter that library's LIBID here, and then click the RP Button in QDPortal when
you want to add this default Routing Prefix. (Not available for IE4.)

Institution Name, etc., are fairly straightforward.

Default Charge for Import From QDPortal. Enter here your typical charge for the Items that will
be automatically imported from the files that were saved (and will continue to be saved) in
QDPortal. Choose the most common charge, to minimize editing later (which can be done
globally, once the files are imported, to speed the process).

All filled requests will be assigned this charge in the initial import process. Later, you can assign
a charge for each Borrower, and that charge will be applied to forthcoming imports, rather than
the default charge. In the final QD4Win there are Charge Profiles that will dynamically assign
charges, depending upon a variety of factors.

If you normally don't charge, enter 0.00 here. It will then be fairly easy to search by Library for
those you do charge and globally change the charge to your current fee.

Locate QuickDOC.MDB

H QuickDOC_MDB Databaze Operations x|
Click an Drives and Double-Click Folders Ta Search For A Eurrent [uickDOC

=3 Se <
£ Program Files
£ Microzoft Visual Studio

|I1uin:kDEll:.MDE SRVESE

Current DB Path iz
C:%Program Filezt\icrozoft Yisual Studiot B33 0uickDOCWAuickDOC MDE

Open Up a Mew Faolder in the Box Above IF Yo Want Ta Maove the Database.

|C:5Program FilestMicrozoft Yisual StudichWBI3yQuickDOCyIuickDOC MOE

Lacate Here E it |

If you'’re installing on a second machine on the network, use the Drive box to find the Network
location, and then the Directory box to locate the centralized QuickDOC.MDB file. When
searching for the central data file, each time you double-click on a folder where a
QuickDOC.MDB file exists, a message will appear stating that a QuickDOC.MDB file was
FOUND HERE, along with the file information: File Size; Last Accessed, etc., and the “Locate
Here” button will be enabled.
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Database Version is Different

When performing an installation on a new machine with an updated version that is greater than
the current Database Version, and if, for whatever reason, you don’t get a chance to point to
the correct database at the time of installation, you'll get a message box with the warning
Database Version is Different when you try to move it to the desired location.

If this occurs, follow the instructions in the message box, which will, in effect, first move the data
from the database with the earlier version notation to the current (generally minimal) installation
database, and then clear a space on the server where you can move it (newly updated) back to
where it was.

Steps are:

1. Use the File Menu, Import choice to choose External QuickDOC Data, and click on
the folder with the old version database.

2. When you've found it, click Import Now. This moves the old data to the new
database format.

3. Use Windows Explorer to delete (or rename, just to be safe) the old
QuickDOC.MDB.

4. Use the Setup Menu, Locate QuickDOC DB, to move the database location once
again to the desired central location. Since there won’t now be a file to update, this
operation will be very quick and the database should now show in the Status Bar in
the new location.

This situation can be prevented by using this strategy: First update all computers currently
running QuickDOC before installing any newer version on a new computer.
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Billing Setup Form

% Billing Setup

005-23456
Agoos Medical Libra
617-667-4225

G17-667-7197

jayidcaregroup.harvard.edu

Enter the Cost Center you want printed on Invoices.
Leave Blank if you don't want that field printed.

These values are primarily used when printing Invoices, etc. Enter the appropriate values for
your institution; the light yellow box below gives some instruction for each value entered. The
Suppress Invoice Box checkbox, on the lower right, can be checked to suppress printing of the
box around the Return Address, etc., that appears at the top of the Invoice and which causes
some printers to overwrite that information with a blank box. Check this box to print the
information without the surrounding box, if you can't get the graphics set properly as illustrated in
Invoice Troubleshooting.
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Getting Started with QuickDOC

The Splash Screen

Each time you start the QuickDOC Program, you see the Splash Screen display while the
program is being loaded and various database tables are being checked.

£ QD4Win

Memory Resources Availahle:
Total Physical 31,380K

QuickDOC
[This will cause very slow

for performance and may even
stop some forms from loading.

WI“dOWS / A minimum of 64MEB RAM

is required, 128MB is best.]

J Z

-

//

Y / (QD4Win)

QuickDOC ... Loading ...

RAM Memory Requirements

As illustrated above, insufficient RAM memory is anything under 32MB. A setup under those
conditions will undoubtedly cause problems, including the inability of some QuickDOC forms to
load into memory. You'll get an error message when the form tries to load, and the program will
be non-functional in any real sense of the word.

If your display shows the bare minimum RAM memory of 32MB, you'll also get the message
above. In your case, you'll probably be able to load all the forms, etc., but because Windows will
be doing a lot of swapping between disk memory and RAM memory, program execution will likely
be slow. You'll find a memory upgrade to 128MB RAM will make your day run much smoother.
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The minimum RAM memory for proper program execution is 64MB; the recommended RAM
memory for best performance is 128MB or greater.

Disk Space Requirements

The QuickDOC.MDB database will grow or shrink based on your level of activity (it can be
compressed periodically using Access 2000’'s Compress Utility) but it will be wise to set aside
25MB for database expansion. The database is usually kept on a server so that it can be backed
up periodically, although it can also be kept on the local machine, in the same folder as the

program files.

The QuickDOC Program files should be installed on each machine and, with the Help file and
other PDF documentation, you will probably need from 50MB to 100MB of free disk space.

The Main Screen

The Main (Blue) screen contains the work area along with the Menu Bar, Tool Bar buttons and

Status Bar.

F QuickDOC for Windows he Merm Bar is the list of items (File, Edit, ete.) ust belowr. il
AddMew Lookup | Biling, EFTS Logal Biling | Repors Utiities | Window | Help

g [m [

FEil= Edit | Setup Latest Portal: % Repts O n Added: 0
| ot BOForkE Barraw Lend Add B Add Lend Lozal Biling Library Biling Patrons List Libraries List
st commmon activities are available by clicking the buttons abowe. { thers isn't room for all the [
ttons, a downarrow will appear
st to the right of the last butte
isplayed; click that to expose
5 hidden buttons.
1ds and other forms appear in this area.
o e size the form by dragzing
he sides cut or i, or by wsing the
lagonal drag point. Dimensions are
aved fro 55101 to sesslon.
ate and time are in your computer's
edim Date format.
he Status Bar is just belowr, [t shows the path to your database, date and time, ete.
| Current DB Location is C:5Program FileshMicrosoft Visual Studio®E 9840uickDOCAAuickDOC MDE [ 37472002 |1:58 P 4
Menu Bar.

The Menu bar provides access to all of the program’s forms and activities. Even the forms
normally accessed by clicking a button on the Tool Bar are also accessible through a menu

choice. Choices are:

Close File

File Menu Choices

(Used when editing EFTS File Uploads, etc.)
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Save File (Used when editing EFTS File Uploads, etc.)
Import (Shows Import submenu --- See Imports and Exports)
Export (Shows Export submenu --- See Imports and Exports)

PageSetup (Used To setup the Printer for Grid Forms)
ResetPrinter (To Reset the Printer after printer change)
Print Preview (To Preview Print jobs on Grid Forms)
Print (Used To Print the current job)

Exit QuickDOC (Exit the program)

Edit Menu Choices

Undo Delete  (Not currently implemented)

Cut (Cut selected text)
Copy (Copy selected text)
Paste (Paste text copied to Clipboard)

Setup Menu Choices

Setup Form (The Setup Program form)
Locate QuickDOC DB (Find or Move the Database)
Billing Setup (Setup for Library Billing)

Edit Library Charge Profiles (Library Charge profiles)
Edit Local Charge Profiles (Patron/Dept Charge profiles)

Add New Menu Choices

Borrow (Add a Borrowed Item)
Lend (Add a Lend Item)
Dept (Add a Department)

Journal Title (Add a Journal Title)
Lend Credit  (Credits for EFTS items Uploaded in error)
Patron (Add a Patron)

Lookup Menu Choices

Depts (Shows the Departments List)

Items Borrowed (Shows the Borrow ltems Grid)
Items Loaned (Shows the Lend Items Grid)

Journal Title (Shows the Edit Journals Form)
Libraries (Shows the Libraries List)

Patrons (Shows the Patrons List)
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Billing, EFTS Menu Choices

Make New EFTS File (Creates a new EFTS Upload file)
Open Existing EFTS File (Shows a list of files on disk)
Invoices, Print (Print a batch of Invoices)

Trial Invoices, Print  (Print a Trial batch)

Payments (Shows the Library Payments form)

Local Billing Menu Choices

Print Patron Bills (Prints Invoices by Patron Charge)

Patron Trial Invoices (Prints a Trial batch)

Print Dept Bills (Prints Invoices by Dept Charge)
Dept Trial Invoices (Prints a Trial batch)

Print Cost Center Report (Prints Cost Center Invoice)
Payments (Shows the Local Payments form)

Reports Menu Choices
Borrowed Items (Shows the form for Borrow Reports)
Loaned Items (Shows the form for Lend Reports)

Utilities Menu Choices
Orphan Update List (Shows when Lend Updates not found)

ResetPrinter (Used To Reset the Printer after printer change)

Window Menu Choices

Tile Horizontally (Tile more than 1 child window)

Tile Vertically (Tile more than 1 child window)

Cascade (Arrange open windows in cascade)
Arrange Icons (Not used at present)

Help Menu Choices

About QuickDOC (Shows version and system information)

If you click About QuickDOC from the Help menu you'll see a form with information about the
current version of QuickDOC, as well as a button to provide access to information about your
current system information.
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. About QD 4Win x|

QuickDOC

Version 2.0.0 ¢ fersion Information

aka QD4Win

Click here for (fairly extensive &
long) information ahout wour system K‘ﬁ

System |nfo... |

The version number is in bold, just under the program name. System information is available
with the System Info Button, which displays system information from Windows. This information
is retrieved in a variety of ways, depending upon your operating system (in most cases it will run
a file called MSInfo32.exe, which is the Microsoft System Information program). On some
systems this program may take a considerable amount of time to gather up all the information
from your system, so it's not something you’ll want to run very often.

QuickDOC Help (QD documentation & Help screens)

The QuickDOC Help choice on the Help menu exposes the QuickDOC.hlp file, which is a typical
Windows Help System. You'll first get the blank Help window, from which choices can be made:

> QuickDOC Help _|EI|5|

File Edt Bookmark Options Help

Eaﬂtentsl Index | Back | Print | Dptiong | 4% | » |
Click here to These buttons will move backward and
get Table of forarard throngh the Help screens.

Contents
Options mehide: Annotate, Print Topie, Keep Help anTop, Change font size, colors, ete.

In most cases you'll choose the Help Contents button, which will show the Help Contents
Menu, which will look something like this:
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Help Topics: QuickDOC Help 7| x|

hiz is the Contemts Tah, the first screen
vou'll =ee when you click Contents in Help.

Contents | Index | Find |

Click a book., and then chck Open. Or click another tab, such az Index.

@ Dawrload and Inztallation -
@ Setup

@ Getting Started with QuickDOC
@ QuickDOC and ADPortal

@ Libraries

@ Lend Function

@ Libramy Biling

@ EFTS Activity

@ Borrow Function

@ Patrans

@ Departments

@ Cost Centers

@ Local Biling

@ Journals

@ QuickDOC Beports LI

| Open I Eririt.... | Cancel |

The Index and Find Tabs lead to typical search-by-word Help utilities. Double-click any of the
Book Icons to open that book and expose any topics contained therein.

You can Print a Help Topic by clicking the Print button (clicking Print above would print the entire
“Download and Installation” topic). In most cases, rather than printing an entire topic, you can
print a section at a time by highlighting that section before clicking the Print button.

There are also Index and Find choices for searching the Help File.



Help Topics: QuickDOC Help

: Clicking the Index Tab brings up major topics.
Contents  Index I Find I

1 Tvpe the first few letters of the ward pou're looking for.

2 Click the index entry you want, and then clhick Dizplay.

idd Borow Eutton 3
Add Barrow [bern Form

Add Departrments

Add Journals

Add Lend Button

Add Lend [tem Farm

Add Libraries

Add New Menu Choices

Add Patronz

Add/Edit Cost Center Form

Added Barrow Request Mumber: 44296
Adding a Domain Mame for Dept
Adding a Domain Mame for Patron
Adding Joumal Titles

Article
Agzigning new Dept Cost Center to All Patrons in Dept
Azzigning new Patron Cozt Center to Backfile Recordz ;I

| Dizplay I Eritit... | Cancel |

The Help Index button will show the Help Major Topics List, which looks something like the
above:

41.
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Help Topics: QuickDOC Help ilil

The Find Tahb, after first creating the database,
presems an list of keywords with the Index
heatlings that comtain them.

1 Type the word[z] pou want to find

Ie:-:pu:urt j —Elgaf

elect zare matching words bo narraw your earch Optiong... |

mport u Firnd Simailar... |
Eirrd iz |
Bebuild... |

Enntentsl Index  Find

-3
|

3 Click a topic, then click Dizplay

Ewport Files

File Menu Choices

Fill Grid with ltems to be Exported
Haw Ta lmpart Exported Data Files
Importing To Excel

|E Topics Found | I Allwords, Beain, Auto, Pauze |

Dizplay I Eritt.. | Cancel |

Clicking the Help Find Button will, after generating the database on the first time you choose it,
display a list of keywords with the Index Headings under which they are found, as above..

Tool Bar.

The buttons on the QuickDOC Tool Bar provide access to the most used of the program’s forms
and activities. There are Tool Bar buttons for the following:

QuickDOC for Windows

Flle Edit | Setup | AddNew Lookup | Biling, EFTS LocalBilling | Fieparts Litiites | Window | Help | Latest Potal ¢ Fopts 0 [ Added:

A
1 & O g | g
Import A0 Partal Blorow Lend Add Borow Add Lend Local Biling Library Billing Patrons List Librarie:
Import QDPortal

Clicking this button will import any Lend or Borrow activity that was recorded from your last
DOCLINE session. If, for some reason, you just want to import Lend activity and not Borrow, you
can choose one or the other from the File Menu under Import. If this button is enabled (not grayed
out), then you know that there are some items to import. Just click to begin import. See also
QuickDOC and QDPortal
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QuickDOC for Windows
File Edit | Setup | AddNew Lockup | Biling, EFTS L

When thus batton is highhizhted, |-
D there ave ttemms [either Lend ox
[Eorrcer or both) to be imported
Import QD Portal Blfrom QD Paortal saves. d
Borrow

Clicking this button will bring up the Borrow Grids, which include Requests Outstanding and
Borrow Item Backfile. Always check which one you may be using, since these Grids display
different items and will obviously have an effect on whether or not an item you are searching for is
available to be displayed on that Grid. The name of the Grid is displayed in the blue bar at the
top and is always either Requests Outstanding or Borrow Item Backfile. The first time you open a
Borrow Grid in any QuickDOC session, it will default to the Requests Outstanding Grid;
thereafter, the default will be the Borrow Items Backfile. There is a white toggle button just
under the title line that you can use to toggle back and forth between the two Grids. Go To
Outstanding Only will move you from the Borrow ltem Backfile to the Requests Outstanding
Grid. Go to ALL Borrowed Items will move you from the Requests Outstanding Grid to the
Borrow Item Backfile. The Requests Outstanding Grid will generally populate itself upon display,
but if it doesn’t just click the Search button or press Enter in the white Search Box to fill the Grid
with Items Outstanding. You can also get to these Grids by using the Lookup menu on the Menu
Bar, and choosing Items Borrowed. See also Borrow Functions.

Lend

Clicking this button will bring up the Lend Grids, which include Iltems Received and Lend Item
Backfile. Always check which one you may be using, since these Grids display different items
and will obviously have an effect on whether or not an item you are searching for is available to
be displayed on that Grid. The name of the Grid is displayed in the blue bar at the top and is
always either Items Received or Lend Item Backfile. The first time you open a Lend Grid in any
QuickDOC session, it will default to the Items Received Grid; thereafter, the default will be the
Lend Items Backfile. There is a white toggle button just under the title line that you can use to
toggle back and forth between the two Grids. Go To Received Only will move you from the Lend
Item Backfile to the Items Received. Go to ALL Lend Items will move you from the ltems
Received Grid to the Lend Item Backfile. The Items Received Grid will generally populate itself
upon display, but if it doesn’t just click the Search button or press Enter in the white Search Box
to fill the Grid with ltems Received. You can also get to these Grids by using the Lookup menu
on the Menu Bar, and choosing Items Loaned. See also Lend Function for more information.

Add Borrow

This button brings up the Add Borrow Form, which is used to add non-DOCLINE Borrowed
Items to the database. It can also be used to add manually any DOCLINE item that wasn’t, for
whatever reason, properly saved from a DOCLINE session.

Add Lend

This button brings up the Add Lend Form, which is used to add non-DOCLINE Loaned Items to
the database. It can also be used to add manually any DOCLINE item that wasn’t, for whatever
reason, properly saved from a DOCLINE session. See Add New Lend Item for more
information.
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Local Billing

This button brings up the Local Billing Grid, which is used to manage Patron/Dept Billing. See
Local Billing for more information.

Library Billing

This button brings up the Library Billing Grid, which is used to manage Invoices, payments and
EFTS activity with other Libraries. See Library Billing for more information.

Patrons List

This button shows the Patrons List, which is used to access the Edit Patrons Form. This list is
also available from the Menu Bar, under LookUp, Patrons. See Library Billing for more
information.

Libraries List

This button shows the Libraries List, which is used to access the Edit Library Form. This list is
also available from the Menu Bar, under LookUp, Libraries. See Libraries for more information.

To Expose a Hidden Tool Bar Button:

If any of the above Tool Bar Buttons are not visible onscreen, they can be revealed by clicking
the Down Arrow that will appear on the far right of the Tool Bar in such an instance.

Tool Bar Button Icons Missing:

Nancy Smith reports a fix for a case where the icons that normally appear on each Tool Bar
button are missing and the Tool Bar Buttons show text only:

When we installed an earlier version of the new QuickDOC on two fairly new Windows98
Gateway workstations, we were unable to get the Toolbar's Borrow, Lend, etc. icons to display
properly under the standard display settings. Only the last 2 icons in the Toolbar displayed with
their appropriate graphic -- all the others were a button outline with lines across it.

We were able to "fix" this by changing the Gateways' display settings to 256-colors (from
Thousands, or Millions). Making this one change enabled all of the icons to be displayed

properly.

Status Bar.

The QuickDOC Status Bar appears at the bottom of the screen and shows the complete path to
the QuickDOC.MDB database, along with the Current Date (in the Medium Date format used by
the machine running the program) and Time.

If you can’t see the Status Bar at the bottom of the screen, it's probably hidden behind the
Windows Task Bar. If you'd like to have both the Windows Task Bar and the QuickDOC Status
Bar visible, you can show the QuickDOC Status Bar by re-sizing the QuickDOC Main Screen.
First use the vertical scroll bar on the right side of the screen to move all the way to the bottom.
Then move the Mouse Pointer until it's over the horizontal bottom line of QuickDOC (just under
the Status Bar) and the cursor shows an up- and down-arrow. Drag the bottom up about a
quarter of an inch and then slide the vertical scroll bar back up to see the results. Repeat until
both the Status Bar and Windows Task Bar are visible onscreen. Once this is set, it should
become the default for future sessions.
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QuickDOC and QDPortal
How the QuickDOC Program Interacts with QDPortal

QDPortal Receipts

All RECEIPTSs that were accepted using QDPortal are logged to a file C:\QDLoan\QDPLData.txt
on the C: drive of whichever user was actually receiving the request. Likewise, whenever an item
was updated on DOCLINE while the user was in QDPortal, that information was retained also (in

filename LendUpdt.txt).

To import requests, from either Receipts or Borrows, it is necessary either to click the Import
QDPortal button or to choose Import from the File Menu.

QuickDOC then opens any C:\QDLoan\LendUpdt.txt it finds, and attempts to update the final
disposition of the item in the QuickDOC.MDB database. General results of the import are
posted on the right end of the Menu Bar, in the following manner:

QuickDOC for Windows
Fle Edit | Setup | &ddMew Lockup | Efling, EFTS LocalEilling | Reports Utiities | Window | Heln | Latest Partat ¢ Lend: 0 %= Bormow:

Library Billing

k|

Patrons List Librari

e

Local Billing

s 8 B

|rpart G ol Borrow Lend Add Borraw Add Lend

Tool tips give a brief description of each label. Latest Portal: Lend lists the number of Receipts
imported into the database from the last QDPortal session. Latest Portal: Borrow lists the
number of Borrows added in the last Import QDPortal click. These numbers should match the
number of printouts you have. If either number doesn'’t, use the printout to add the missing item
using the Add Borrow or Add Lend button.

In cases where the Receipt was done on one machine, and the update on another, unmatched
updates are saved (in either filename SaveUpdt.txt or, next step, in SaveUpd1.txt), so that when
the Receipt that prompted it is finally imported, the update action will be applied during the next
session. If the update isn’'t accomplished in the first three startups, the information is moved to
C:\QDLoan\OrphUpdt.txt.

QDPortal Receipt Imports also generate various reports on import results, including a report of
new Libraries Added (C:\QDLoan\NewLibNt.txt) as well as various error reports. More
information is available on these in both the Download and Installation, and the QuickDOC
Reports sections.

QDPortal Borrows

All Borrows that were requested using QDPortal are logged to a file C:\QDBorrow\QDPBData.txt
(or to individual files named after the first request number, e.g., 123456.txt, if the Full Display
button on DOCLINE wasn'’t clicked) on the C: drive of whichever user was actually receiving the
request. Cancels are stored in a file (flename Cancel.txt), and Loansome Doc transfers in
filename LDXTrfer.txt. Loansome Doc items updated on DOCLINE as Filled (from the local
collection) or Not Filled (and not transferred onto DOCLINE) are captured in the file LDXUpdt.txt
and should update the QuickDOC.MDB database the next time the Import QDPortal button is
clicked. If this automatic update doesn’t occur (as appears to be the case in some situations),
these items can be manually edited on the Requests Outstanding Grid.

Borrow Imports also generate various reports on import results, including a report of new Patrons
Added (C:\QDBorrow\PatronNt.txt) and Libraries Added (C:\QDLoan\NewLibNt.txt) as well as
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various error reports. More information is available on these in both the Download and
Installation, and the QuickDOC Reports sections.

Backups of QDPortal Imports

At the time of importing, backup copies of most of the saved text files are directed into a
\Backlmp folder just beneath both C:\QDBorrow and C:\QDLoan.

Backup copies retain similar names to the files they back up, but with a prefix of whatever the
current year might be, so that they can be easily identified and archived or deleted at some future
date.

The backup files are (assuming the year is 2001):

Backup File Name Backs Up Description
C:\QDBorrow\Backimp\2001BDat.txt QDPBData.txt (backup of Full Display imports)
C:\QDBorrow\Backimp\2001LDX.txt QDPLDX.txt (backup of Loansome Doc imports)
C:\QDBorrow\Backlmp\2001SDat.txt 123456.txt (backup of Short Display imports)
C:\QDBorrow\Backimp\2001LUpd.txt LDXUpdt.txt (backup of Loansome Doc updates)
C:\QDLoan\Backimp\2001LDat.txt QDPLData.txt (backup of Lend Receipt imports)
C:\QDLoan\Backimp\2001LUpd.txt LendUpdt.txt (backup of Lend Update imports)

The C:\QDBorrow\LDXTrfer.txt file (which contains the LIBID of the Library to which the
Loansome Doc request was transferred on DOCLINE) isn’t backed up at this time.

Backup files can be used to re-import data in an emergency. They're the complete ASCII
downloads of all DOCLINE transactions. The 2001SDat.txt file can be simply moved up a layer to
the C:\QDBorrow folder and the import program will recognize it next time you click the Import
button. The same is true for the other filenames mentioned above. It's best to move them, rather
than copy them, up, since they will, by definition, re-create themselves in the Backlmp folder
during the import.

Since the years are there, these files can be purged periodically, but it wouldn't hurt to save them
somewhere, just in case.

At the time of the first Borrow import, a message box will ask whether you want to begin with
the date 17-Jul-2000 (which is the date of the new DOCLINE intro). If you click no, an input form
appears where a new date can be entered. Whichever date is chosen, any item with a Sent Date
before that date is skipped and the data isn’t imported into the database. It's still sent to the
backup file, though, so keep that in mind: if in the future you choose to run the backup through
again, for any reason, there'll be no date check then! You might want to delete the backup files
right after import on the borrow side, so you won't forget.

DOCLINE Receipts Not Updating Automatically in Lend

The import process will try three times to update an item marked Received in the Lend Items file
to reflect the action taken on DOCLINE. In most cases this will be successful on the first try. If
the first try fails, the update is saved in the file C:\QDLoan\SaveUpdt.txt, from which it will be
offered again as an update during the next Import. If this attempt fails, there is one more try, from
the file C:\QDLoan\SaveUpd1.txt. After each unsuccessful update attempt, an entry is made in
the file C:\QDLoan\UpdtFail.log. This Update Failed Log, which can be opened using Notepad,
can be useful in diagnosing database update problems and bottlenecks. A typical entry might be:
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Log Update Message after successful Update of RegNo: 7031315
Fill Date: 28-May-02 Status = N

Update Message saved:

Item Receipt record for 7031315 not found in database.

The message above indicates that, for whatever reason, the original Receipt never made it to the
database and should probably be entered manually (a re-import using DOCLINE’s Status/Cancel
function is most often not available for Lends, particularly not for rejected items, as is the case
above, where Status = N for Not Filled).

OrphUpdt.txt File

After three tries at automatically updating Lend Item Receipts to Filled or Rejected, items are
moved to an Orphan Update file, indicating that you might want to add these requests manually
since, by definition, these are items not found in the database and may therefore represent
missing items (not imported properly, for whatever reason). You can check for the presence of
an OrphUpdt.txt file under the Utilities Menu.

w——

I Lend | Add Mew ltem

Clicking on the Orphan Update List menu choice loads the file in a Rich Text Box, where it can
be edited. It's also possible to copy request numbers from the Orphan Update file and paste
them into the Add Lend Item form, although request numbers are short enough that this isn’t
really necessary:

¢ C:A\0DLoan\0rphUpdt_txt

DOCLIME Requestz Updated - Filled az Requested on Oct 04 2000
213341

lled az Requested on Ot 04 2000

Chrl+C

lled az Requested on Oct 04 2000

LBT{E

The Orphan Update List can also be printed, deleted or reprocessed, using the File Menu:
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——

led  Searchilllend | Add Bew lkem

iU pdt_txt

pdated - Filled az Requested on Oct 04 2000

[Tt E T pdated - Filed a: Requested on Oct 04 2000
pdated - Filled az Requested on Oct 04 2000

DOCLIME Reguests Updated - Filled as Requested on Oct 04 2000
820243

Delete the file when you're finished adding any items that need adding.

Reprocess the Orphan Update File

The Reprocess File (Orphan Update) choice basically renames the file back to
C:\QDLoan\SaveUpdt.ixt, so that it can be run through again, either next time you start up
QuickDOC, or directly by choosing File, Import, QDPortal Saved Items.

(If, as you consider adding orphaned items, you discover you don’t have a copy of the printout,
you might also try opening up the backup (C:\QDLoan\Backimp\QDPLData.txt) download file in
either Notepad or WordPad and searching for any occurrence of each of the orphaned request
numbers in that file, although the odds are that they won't be there if the Receipt wasn’t properly
recorded, obviously. If you aren't successful there, just set a printed copy of OrphUpdt.txt aside
and use it to look up the necessary information when you get the appropriate end-of-quarter
report from DOCLINE. It won't have all the information but should have enough to identify the
item and Borrower.)

Importing data from other QDPortal Downloads

To import data that may have been saved on a machine without QuickDOC, or to run the
backup text files back through the import process, use this procedure (this is for Lend imports, but
the procedure is the same for Borrows, just substitute the Borrow filenames for the Lend, below):

1. First, ALWAYS check your current C:\QDLoan folder to be sure there are no
QDPLData.txt or LendUpdt.txt files already in there. If either of these files
exists, start up QuickDOC to process those first before proceeding.

2. Locate the C:\QDLoan folder on the machine you want to Import From (the
Source) and see if it has files named QDPLData.txt or LendUpdt.txt. (If you're
running backed up Imports back through the system, you'll ALWAYS find the raw
data in those two filenames in folder C:\QDLoan\Backimp.)

3. If these files exist in the Source folder, copy them onto disk or over the network
into the C:\QDLoan folder on the machine with the QuickDOC.MDB database.
Again, MAKE SURE THERE'S NO CURRENT QDPLData.txt (or LendUpdt.txt)
FILE ALREADY IN THERE, OR YOU'LL OVERWRITE IT. (If you're running the
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C:\QDLoan\Backlmp files through again, you can MOVE them up to the
C:\QDLoan folder, rather than copying them, since the process will result in their
being saved again back to the C:\QDLoan\Backimp folder as they're processed.
If you copy the files, they'll be added again at the end of the original, resulting in
a much larger file, with unnecessary duplication.)

4, Start up QuickDOC and click the Import from QDPortal button. This will cause
the program to look in C:\QDLoan for a QDPLData.txt file and, finding it, suck the
data into the db. The SaveUpdt.txt file (which may be a reprocessed
OrphUpdt.txt file) will then find any new records added, update the records, and
disappear (assuming they're all found - if not, then use 'Add Lend Item' to add
them).

You can also initiate an Import from the QuickDOC Menu Bar, to perform this action at any
time. This will be the preferred method in situations where both QDPortal and QuickDOC are
running at the same time. You can click over to QDPortal to get receipts, and once the Receipts
have been acknowledged on DOCLINE, click back over to QuickDOC, open the File Menu, click
“Import” and then click either "QDPortal Borrow Items" or “QDPortal Lend Items” to bring them
right into the database.

The same can be done right after doing a Lend Update on DOCLINE, to register action taken
immediately to the database.

# QuickDOC for Windows

File Edit | Setup | AddMew Lookup | Biling EFTS Loca

[ = Claze File @
Save File S
T I ~end MDA
ﬂ ] QDPortal Bomow ltems
=1 Expart ... b B GDFortal Lend tems

& Extemnal QuickDOC Data

=| PageSetup j
B Old G0 Data [DOS Yer)

U Hesel Brinter

‘Lost’ Records in QDPortal Imports

Here’s a question posed on QuickDOC-L:

Back in august'02 we switched over from gdportal to gdwin. Since the switch to the
windows version, all current activity has been fine. Our problem is we have gaps in time
where numerous records are missing. Some of the missing records are as current as July'02
and some date back to 2001. When we run lend grids for those time periods we get a "no
records found" message and the same occurs when trying the individual docline request
number. We have gone back and re-installed all the records that did not make the transfer
from gd portal to gdwin and were located in the orphan file. At this point we are unable
to determine what has happened.

In general, when you find a gap in QuickDOC.MDB records such as you describe, above, it
usually means that the records captured by QDPortal were saved on a machine that:

1. Was never upgraded to QuickDOC or
2. Was updated but saved the data to a different QuickDOC.MDB.



51.

3. On the Lend side, there's also the possibility that one machine or another went back to
using QDLend after installing QuickDOC and that a bunch of items were saved to a
QDLend.MDB during that period.

Because the QDPortal-captured data makes an interim stop in the C:\QDLoan (or C:\QDBorrow)
folder on each machine where it's running, it provides a kind of audit trail for all items captured.

With #1, above, if you find a machine that has a C:\QDLoan\QDPLData.txt file but has never
updated to QuickDOC, then there's your culprit.

With #2, if you find a QuickDOC.MDB somewhere other than where it should be, this might have
the data, but if it's located in the QD Program folder then most likely it is just an initial db that was
later incorporated into the real db. One way to check is to look of a file called QDMoved in the
same folder: if you find it, open it with Notepad and it'll tell you where it moved. If you don't find it,
use the File, Import, External QuickDOC DB choice to import the data just in case. Since the db
won't accept duplicate info, you have nothing to lose by running it through.

If #3 seems a possibility, do the same as #2 using QDLend.MDB as the database to look for.
Import using File, Import, Old QDLend Tables. Again, it won't import duplicates but will run
through and import any unique records.

The final step in the audit trail is in the Backimp folder under both C:\QDBorrow and C:\QDLoan.
Using the list of backup files noted above, you can track the chronological capture of QDPortal
data saved from DOCLINE, and can run the saved data back through the import process, if
necessary.

Before running them through again, you can open them with WordPad and check to see if there
are items in there for the period you are missing. If so, then it might be easier just to cut and
paste the relevant section into a new C:\QDLoan\QDPLData.txt and import only that than to run
the entire 2002 year, most of which we already have.

If none of these methods locates the missing batch, then they must have been captured and
saved on a machine whose files were somehow deleted or overwritten for that period, and there's
really no recovering from that except through paper records, if you have them.

This should be a one-time problem, though, since current and future items are monitored and
imported as they arrive, and database files are backed up regularly (we hope).
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Libraries

Records for Libraries are held in the QuickDOC.MDB database primarily in the tblLibs Table,
with associated records in tbILComms, tbiLibCharges, tbILibPmtTypes, tblLibsGroups and
tbILibsOIdSHID. Lists of Library records are available in a column on all Grids, as well as
through the Libraries List.

The Libraries List

Displaying Libraries

Records for Borrowing Libraries are primarily accessed through the Libraries List (on the
Toolbar) as well as under "Lookup" on the Menu Bar, under Libraries. The Libraries List also
pops up in other places, such as when you're adding a new Loaned Item, so that the Library can
be chosen from the list.

]ﬁ Libraries List fort cohnms by ]J.ckmg on header 2
403 Lib Record(z] HetrW Lizt of Library

, Libraties List Records
LIBID 2 | ‘A nstitution - g”'tfeg"ﬁ' in the
ABCABT TABCABT inshiubion atabase

ABCUJW | ABCUJW Inztitution
AKUALEK |Alaska Health Science
BCCBCP |College OF Physicians
BCCUBC |BCCUBLC Institution
CAUBIF |CAUBIF Institution search Inst
CAUCLL |Loma Linda University

CAUGAM |Glendale Adventist Me /| oot DCLE
CAUHBY |KAISER PERMAMNEN Fzarch selected cobuun
COUZAL |Mational Jewish Centfor all matching vahies.
CTUBIL |Boehringer Ingelheim 1
CTUBWJ [University OF Connecti ;
CTUCON |Uconn Health Ctr/L M Add Library
CTUCYH |Connecticut ¥alley Ho
CTUDBH |Danbury Hospital
CTUFHH |Fairfield Hillzs Hospital G
CTUGHD |GRIFFIN HOSPITAL Edit Library
CTUHHH |Hartford Hospital
CTUHHI |5t Francis Hospital £ %

Search Libid

E xit

The list shows the libraries in your file alphabetically by LIBID, which is the default sort order.
Start typing the first few letters of the LIBID to jump ahead on the list, or use either the Down
Arrow key or the scroll bar at the right of the list to navigate further. (XXX... LIBIDs, by the way,
result from imports from old QD for a Library not found in DOCUSER; these can be assigned a
standard DOCLINE LIBID later, should that become necessary, or the LIBID can be cast in
standard DOCLINE format, once it's determined that that value is not assigned to a true
DOCLINE Library.). If you hold the cursor over a long entry, the tool tip will appear with the full
name visible.

As an item is selected (either by clicking on that line or by pressing Enter after moving down the
list until the library you want is highlighted), the Edit Library Button is enabled (to switch from
Edit Library to Add Library, click 'Clear Choice'; the List will then be set to the topmost entry and
the Add Library Button will be enabled).
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Searching for a Library

You can search the Libraries List for specific matching entries by clicking on one of the search
buttons. You can search the LIBID column (which should always match the NLM LIBID if there is
one), the Institution column, and the OCLC Code column. When you click the appropriate button,
an input box will pop up. Enter any amount of characters you want matched and the list will then
display only those records where that matching group appears anywhere in the field.

To choose or edit a Library, click on the line that contains the entry you want: the 'Edit Library'
Button will be enabled and that Library will be your current choice.

To reset the Libraries List after a search to its full number of entries, click once on any item in
the list to highlight it, and then click the Clear button or click the header at the top of the LIBID
column to start the sort on that column.

Sorting the Libraries List

You can sort the Institution or LIBID columns in ascending or descending order by clicking on the
header at the top of the column.

Deleting Libraries

Click the Edit Library button to bring up the complete Library Form, and then click the Delete
Library button on the lower right of the General Tab.

Editing Libraries

Click the Edit Library button to bring up the Library Information Form. . Double-clicking a line
is the equivalent of selecting it and clicking the Edit Library Button, and will also open the Library
Information Form.

Library Information Form

The Library Information Form consists of five tabbed forms, located by clicking on the Tabs at the
top of the form or by pressing Enter (or the Down Arrow) in the last control on the previous form,
except on the Groups Tab, which is the last Tab visible. Pressing an Up Arrow from the topmost
control of any form except the General Tab will move back to the previous Tab.

Library Information Form — General Tab

The General Tab presents general Library information, along with a snapshot of values set on
other Tabs:
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&% Library Information EI

fifi General |® Address | & Cnmmsl Charges I #23 Groups |

General Code This Library: [MAUBET Searchilitid | | Searchirst |
HLM LIBID: |MAUBET RLIN Codle: |

OCLC Code: | Other Code: |

Institution Hame: IBeth Israel Deaconess Medical Center

Library Hame: IAguus Medical Library

|EFT5 =%Yez [Make changez under Charges Tah]

Clear/R ezet
||5|:| ILL = Mo [Make changes under Comms Taly] Thiz Record

f

|Eharge Profile = Free [Profile changes - Charges Tab]

Enter an ID Code for this Library {6 characters). QD Will
Capitalize the Entry. Use the HLM LIBID Format {State Province (2 ak. Apply
digits) Country (1) SERHOLD ID {3}} and the HLM LIBID, if one

exizts, For an OCLC Library with no HLM LIBID, use OCL+Code, .
for RLIN use RL{or RLI}+Cotle, etc., to total 6. Cancel Delete Library

“MProgram FilestMicrosoft Wisual StudichWBS8WHuickDOCAWuickDOC.MDE [ 114242001 |

The General Code for This Library and the NLM LIBID should be the same. Check DOCUSER
to see if the Library for which you are creating a record has a DOCUSER Code. DOCUSER is
searchable in DOCLINE. Most libraries that have had activity with the National Library of
Medicine will have DOCUSER Codes, even if they are not, and never will be, DOCLINE users. If
the Library you are creating has no DOCUSER entry, you can create a General Code. Use six
characters and try to avoid anything that might be an actual DOCUSER entry (NLM LIBIDs use
the state or province abbreviation for the first two letters, then one letter for country, then three
letters for the SERHOLD ID).

The RLIN Code box is for Libraries that are members of that system. The OCLC Code box is for
users of that system. And the Other (Library) Code box is for some other local designation. Any
of these boxes (except for the General Code) can be left blank of they don’t apply.

Add values for Institution Name and Library Name here, if needed. The EFTS, ISO and
Charge Profile information displayed on the first Tab is to permit quick lookups without moving to
a distinct Tab. If you want to make a change to these values, move to the Tab specified.

Clicking the Clear/Reset This Record on the Edit Library Form will blank out the entries for the
current Library and prepare for adding a new Library.

Library Information Form — Address Tab
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The Address Tab contains local address information. Most of these fields are self-explanatory.
This should have been transferred from QDLend, for those who have moved from that program,

but check to be sure the Address values were parsed out properly.

=% Library Information

[ifl General &) Address |ﬂ Comms | Charges | 23 Gruupsl

Library Dept, Mail Stop: IGZ_21E

Address {line 1) |33n Brookline Ave.

Address (line 2): |

City: ||3:._—.31._-.|-. State Province: |MA

Postal Code/Zip: ||]2215 Country: UsA

=~

Enter Dept Hame and/or Mail Stop for this Library (e.g., Doc
Delivery or ILL DEPT or M5-211). 0D will not try to assign caps ak

Ay

or lower case, 30 enter it in the format you want. (50
kcharacters available) Press <F3> To Restore last value, <F5> To
Clear Field. Lancel

[elete Libran

“MProaararn Fileh bicraenft Wisoal Shodia W B OE Doick IO Coick MO kMANR [11 24 2001

Library Information Form — Comms Tab

[

The Comms Tab has local communications information. The phone, fax and email values are

those imported from a DOCLINE request, where available.
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~ |Preferred Delivery Method far
—— . wour Likrary wvill determine the
innl General | f;;l Address ‘&3 Comms | Charges | £ Grnupsl default Preferred Delivery.

&% Library Information

A Code {Voice): Voice Humber: R
rea Code {(Voicel: |gi7 oice Humber Iﬁﬁ? 4335 Pref Delivery
Area Code (Fax): 617 Fax Humber: |557_7317 Mail j
Ariel
Contact Person: |Apil Silver Email {pdf)
Contact Email: |asiluer@caregruup.haruartl.etlu :E::a“ (tifT)
Ariel Address: | Email Deliv Addr: | Mail
Pickup
URL: http:i Web {pdf}
= information iz for IS0 ILL impletnerntation. | —150 ILL Information Wels (tiff)
Hotes & Library uses the IS0 ILL Protoc
Transport Type: j
Email Address:
Mot vet implemented. |/\ TCP dress: |

hoose Library's Preferred Delivery Method from list, if |

lesired. [AR-DownArrow Opens List] ak Apply |

Cancel I [Velete LiI:urarl,lI

The Preferred Delivery you choose here will also function as the Default Preferred Delivery
Method. The fields in the ISO ILL Information box aren’t used until the ISO ILL Implementation.

Library Information Form — Charges Tab

The Charges Tab contains information about charges and payment options. Most of the
information kept here is for libraries other than your own, but the Charge Profile you select in
the record for your own library will function as the Default Library Charge Profile that is
applied to newly created libraries.

This information is stored in tbILibPmtTypes in QuickDOC.MDB and is associated with the main
Libs Table by a matching LibrID field (it matches the Library General Code). The matching field
name is LibPmtLibrID. There is also an unrelated unique key field, LibPmtID, which will allow
for multiple Library Preferred Payment records at some later date.

Library Charge Profiles determine the default charge that is applied on initial filing of activity,
both Borrow and Loan, with another library (although the default can, of course, be changed on
any individual item). Charge Profiles must be assigned to each Library (they will otherwise be
assigned the Default) and are filed with the library record.

Preferred Payment Method is the method by which this Library normally prefers to pay. It
reveals a dropdown Combo Box with whatever values are in the Payment Methods
(tbIPmtMethods) Table of QuickDOC.MDB.
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Pref Payment Method
Cash j
AMEX i
Cash

Check

Credit

EFTS

Invoice

MasterCard *

This value can also be left blank (you should see an empty value at the top of the dropdown list
when it’s first opened) as opposed to the usual (None) value, so long as the empty record is also
present in tbIPmtMethods (don’t delete it by accident or design). The field name is
LibPmtMethod and allows 20 characters.

Your own Library’s Preferred Payment Method combo box will also set the Default Library
Payment Method, which is used as the default when creating new Libraries on the fly. The
Preferred Payment method assigned to other libraries will be used to determine how they are
billed. In general, though, items marked EFTS = Yes will be billed through EFTS, items marked
IFM = Yes will be billed through IFM, and anything else will be eligible for Invoicing.

The EFTS payment supported should always be checked for your own Library if you want the
incoming Receipts from other libraries to show the EFTS status when they come in marked
“‘Epayment.” If this box is left unchecked, then no incoming Receipts will be marked
automatically as EFTS. It should also be checked in the record of each Library participating in
EFTS. If you uncheck this box in any library record, that library’s items will show EFTS = No
even if they arrive with the proper “Epayment” notation at the top.

AutoUpdate EFTS Choice

In version 2.1.0 and earlier, once you indicated that your library was an EFTS user by checking
the EFTS Payment Supported checkbox on the Charges Tab of your library record,
QuickDOC would automatically change the EFTS value to Yes for any Library whose request
comes in to you with an Epayment notation at the top. The rationale here was that this would be
a time-saver for newly-joining EFTS members: they could check their own checkbox and then
have other EFTS members in effect update themselves during their next Receipt.

This caused problems, however, for Libraries who had special Billing arrangements with other
libraries that were also EFTS members. These records kept being changed back to EFTS = Yes
when they wanted it kept at EFTS = No. Version 2.1.1 now presents a Message Box choice
when you change your own EFTS value to Yes:

=T x T T - -~ « mm » TFFTS
Charge F, e =

Update non-EFTS Libranes Upon EFayment B El

bt Change all current partrier Libranies to EFTS =Yes
o nexst Beceipt that includes an EPayment at the top?
Hame
[&nzwer Ma if want to change theze poursell. WNEW Libranes
will continue be azzigned EFTS =*es if their initial Beceipt iz marked EPayment. ]

—eeethien you change your own Library to EFTS, you're asked if |
Add/Edit Chg Prafile | jrou want to automatically change any partner libraries to

EFTS = Yes when you next receive an EPayment request
[« EFTS payment supfrom them. Answer Ho if you want to manage this manually.
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Answering No here will suppress that EFTS check for Library records on Receipt of a
request marked Epayment. Only newly-created Library records will automatically record the
Library as EFTS = Yes if the first Receipt from that Library is an Epayment.

Most libraries will leave it as yes, but if you want to suppress this update, and your library record
already has the EFTS box checked, uncheck it and click Apply to first set yourself as EFTS = No,
then check it and click Apply again to get the box above.

If your Library’s EFTS payment supported box is unchecked, then the EFTS column in all Lend
Grids will be hidden by defaulit.

The IFM payment supported checkbox for your library determines whether any item will be
marked IFM = Yes. If your IFM = Yes, and the Borrowing Library’s IFM = Yes, then all Lends to
that Library will default to Yes. A library may have both EFTS and IFM checked, but since only
the EFTS transactions are automatic, any payments made with IFM should be processed first,
before creating the EFTS Upload file.

If your Library’s IFM payment supported box is unchecked, then the IFM column in all Lend
Grids will be hidden by defaulit.

If an item is marked either EFTS = Yes or IFM = Yes in the Lend Item backfile, it is skipped
during automatic Invoice creation. See the Library Billing chapter for more information.

ok Library Information EI

ﬁ;i General | @ Address | T comms Charges |f;'. Groups |

h- MALBET
Charge Profile Used: b Pref Payment Method: IEFTS j

. . Charge for Bormow: $11.00 &
Llhrﬂr]rnct:tl‘lumher.l Charge for Loan:  $11.00

Barrow Fax Surckh: $5.00

Hame on Account: | Loan Fax Surcharge: $5.00 =
Borrow Rush Surche  $0.00
Exp. Date: I Loan Rush Surcharge: $0.00

Borrows Oth Surck: $0.00 -

Hotes:

Add/Edit Chag Profils J—{ Click this button to adid a new Charge Profile or to edit values above. |

[+ EFTS payment supported [ IFM payment supported [ Add State/Prov Sales Taxes.

ITl'IE value of the EFTS and IFM boxes for YOUR Library determine whether ANY loan item is 80 marketl|

hoose a Library Profile to be used for computing default |

harges for this library. Values for current profile 11Lib are ak. apply |

hown in the box above right. The default value of Free will be

1sed if box is left blank. .
Cancel I [efete lerarl,ll

The State/Province Sales Tax box isn’'t implemented yet and will have no effect.

To edit or add a Library Charge Profile from the Library Information form, click the Add/Edit
Chg Profile button to bring up the Library Charge Profile Information form.
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Library Charge Profile Information Form

4 Library Charge Profile Information il
Charge Profile Hame Library Charge Profiles
||111|_11|=5|1u Mame Borrow$ Loan$ |FaxB |FaxlL |RuzshB |RushlL |OtherB
10Lib $10.00 [$10.00 ($0.00 ($0.00 ($0.00 |($0.00 |$0.00
Charge For Borrow Charge For Loan 15Lib $15.00 ($15.00 |$0.00 |$0.00 |$0.00 |$0.00 |$0.00
$[11.00 $[11.00 B10L10FORD |$10.00 |$10.00 |[$0.00 |$0.00 [$0.00 |$0.00 |$0.00
B11L11F5R0 |$11.00 [$11.00 [$5.00 |$5.00 [$0.00 |$0.00 |$0.00
(Foe R ey (it (L BILTFORD |$1.00 [$1.00 [$0.00 |$0.00 |$0.00 |$0.00 |$0.00
$|5.00 $[5.00 B3LIFORD [$3.00 [$3.00 [$0.00 [$0.00 |$0.00 |$0.00 |$0.00

BALAFORD ($4.00 |34.00 ($0.00 |$0.00 |$0.00 |($0.00 |$0.00

Rush Surchorr  Rush Surchi-oan BG.SLESFOR [$650 [$6.50 ($0.00 [$0.00 [$0.00 [$0.00 |$0.00

${o.00 $J0.00 BGLEFSRO |$6.00 ($6.00 [$5.00 [$5.00 $0.00 |$0.00 |$0.00
‘Other Surch/Borr  ‘Cther SurchiLoan CISTI $14.00 (31400 |[$4.00] ($0.00 |$0.00 |$0.00 (%2500
$lo.00 $[o.00 Free $0.00 (3000 ($0.00 (3000 |[$0.00 ($0.00 ($0.00
I - I . HLM $9.00 [49.00 (%300 |$3.00 |[$0.00 ($0.00 |$0.00
*Special Surch/Borr *Special Surch/ Loan
$jo.00 $jo.00
[ * = Future enhancements, not curently uzed] | |
1 3
F Ite Bef B I
ree ftems Before Borrow § o Enter a I:harge: Frofile Marme for this Prafile, ar click on a profile from the list above to edit.
Free ltems Before Loan § Iu <FB: = Clear Field.
Profile added in update from GDLend : )
ak | Apply E it | Delete F'n:nﬂlel
Hotes
Clear Form I

12 Library Praofile Record(z] Retrieved

Library Charge Profiles can be named in any fashion that makes the most sense locally. In the
case above, the name is an abbreviation for the main values contained in the profile: $11 to
borrow from this library; $11 to be charged for loans to this library; a Fax Surcharge of $5 for
both Borrows and Loans, and nothing in the Rush Surcharge value. Each Profile may also have
a Free Items Before Borrow (or Loan) Charge begins, which QuickDOC computes on the fly,
adding the base charge only after the free items total has been reached (currently set on a
Calendar Year basis, but a Fiscal Year setting will be forthcoming). There are Other and Special
surcharge boxes, but these are reserved for future enhancements.

To Add a Charge Profile, first click the Clear Form button to clear out any old values, then begin
typing in the new Charge Profile’s values. Once a Charge Profile is created, it must then be
assigned to individual Libraries whose charges match that profile. In most cases, a profile can be
applied to a number of libraries, so that when you change your charges at any point, making the
changes here will cause them to apply to any library with that Charge Profile in future activity.

There may nevertheless be cases where a Library’s Charge Profile is applicable to that Library
only. In those cases, you might just name that profile after that Library’s LibID, but don’t forget to
assign it in the Library record, on the Charges Tab, as well.

You can also edit or add a Library Charge Profile from the Setup Menu:

5 QuickDOC for Windows

File Edit |[ Setup | AddNew Laokup | Biling
% Setup Farm
@ Locate QuickDOC DB

rmport 007 5 Biling Setup
{T) E it Library Charge Frofiles
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Library Information Form — Groups Tab

This Tab is used in other Library records to assign various Groups (called General and Special in
old QD). You can add this library to a Group by clicking on the Group in the box to the left and
then clicking the right arrow to move it over. New Groups can also be added here.

=% Library Information EI

Groups Available Groups This Library

ouTS

3 ﬂ

ouT —_—

CELLS

MA

Ras =

Ri13 —_

RE

MAS$ Add Hew

BELC Lk Group

BBLFAX —_—

HLM

R Delete
Group

Use this Form to Add {or Remowve) Group Memberships for this
Library. ak Apply
Select a new Group in the Left box and then click [--->] to add it.

Gelect a current Group in the Right box and then click [<---] to .
remove it. Cancel [elete Litrany

Add Libraries

The Add Libraries form is the same as the Edit Libraries form, except for the DOCUSER lookup
capability built into the LIBID text box. If you type in just the first two letters of the state or
province of the Library whose record you want to create, you'll get a list of records from
DOCUSER that begin with that state or province. The list is sorted in order by Institution Name,
so you may need to scroll down, and perhaps try a different name if your first choice isn't found.
Grab the right edge of the form and stretch it out if you want to see more of the Institution Name.
There may also be two entries for a single institution in those cases where they have more than
one entry in the DOCUSER List, but this quick lookup should be helpful in most cases.

You can also do a search on the DOCUSER List, using any part of the LIBID or Institution Name,
by clicking the appropriate search button.
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&k Library Information X|
|E riter Just the First Two Letters of State o Province And Press Enter To Do & Quick Search in the MLM LIBID List. |
i1 General |® Addressl TF comms | Charges | 2y Grnupsl

General Code This Library: I Search Libid | Search Inst |

HLM LIBID: I RLIN Code: I

OCLE Code: | Other Code: I

When adding a new Library record, use the NLM LIBID as the General Code when that is
possible (the library has a record in the NLM DOCUSER file). You can also double-check the
current DOCUSER file on DOCLINE to get the latest information.

Standardizing on the NLM LIBID as the General Code will prevent confusion in the future, should
you begin receiving requests from that Library on DOCLINE. When it receives that first item on
DOCLINE, QuickDOC will create a new Library Record under that LIBID (assuming it doesn’t yet
exist). This would give you two records for that library if you had used another code for the
General Code. To recover from this duplication, you can transfer activity from the old Library
record to the new one.

Transferring Library Activity

To transfer activity from one library record to another, use the following steps:

1. Compare the old Library record to the new, adding any unique data from the old record to
the new record on the appropriate Tab.

2. Edit the old record, changing the General Code field to match the new code and pressing
Enter.

3. A message box will appear (as illustrated here for a transfer from MAUNEN to MAUBET):

Record for MAUBET Already Exists! x|

WARMIMG! & Libram Record with the 1D MALBET Already E=ists.
Inztitution Mame iz: Beth lzrael Deacones: Medical Center

Do pou want ko move all activiby from MAUHEN to MALBET
and delete the MAUMEM record?

[Click Mo if wou just want ta re-azzign the records for MALHE R
[but not Delete the MAUMEM record)

ar Cancel to stop the entire operation. ]

Mo Cancel

4. Click Yes if you want to move all activity in the database now assigned to MAUNEN to
the MAUBET record and delete the MAUNEN record.

5. Click No if you want to move all activity in the database now assigned to MAUNEN to the
MAUBET record but keep the MAUNEN record for future use.

6. Click Cancel to back out of the entire deal.

If you choose either 4 or 5, above, all the activity assigned to MAUNEN in any table within
QuickDOC.MDB will be assigned to MAUBET. This is a quick way to Merge Library Records.
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Printing a List of Libraries

Although there’s no built-in Libraries List Report, it's possible to construct one of your own in the
following way:

1. Click Lend (or Borrow) and search the Lend Item (or Borrow Item) Backfile for ANY
value (it doesn't matter, as long as SOMETHING shows up in the Grid).

2. Then click File on the Menu Bar, then Export. This will export whatever values you
selected in Lend (or Borrow), but Export will also ALWAYS export the complete
Libraries Table into a file called Libs.txt in the Export folder just beneath wherever
your database is located.

3. You can then import this .txt file into Excel (or other program) and decide then how to
format the fields, which fields to include or exclude, and how to print it.



63.

Lend Function

Lend Information in the Database

Information on items loaned is held primarily in the tblLendltems Table in QuickDOC.MDB.
Associated bibliographic information for any item is held in the tbILendBibs Table. Information
on Lend activity is displayed in a Grid format, available by clicking the Lend button on the Main
Tool Bar or by clicking Lookup on the Menu Bar and choosing Items Loaned.

Date Format Used in Searching

In order to evaluate dates uniformly, QuickDOC uses a Short Date format based on the Regional
Settings of the machine on which it is being run (e.g., 23-Sep-2001 will display as 09/23/2001 in
English — U.S. format; as 23/09/2001 in English — Canada format, etc.). Dates displayed in most
cases will use this format.

(Because of an idiosyncracy of SQL Queries on Access-type databases, all SQL Search Dates
are re-formatted to English — U.S. for search purposes only, but this will have no effect on the
local format used or on the format displayed in QuickDOC. It will be transparent to the user.)

Dates displayed in Calendar Date Boxes for data entry will use the Month Day, Year format
(e.g., Sep 23, 2001) so as to skirt the date format issue entirely. These controls have some
degree of built-in intelligence, so that when you begin typing the month name it will often
complete all three letters if there is only one possibility---as in Sep, above). You can check the
local settings for your machine in the Control Panel, under Regional Settings.

Lend Grids

Lists of items requested are normally displayed in Grid format, showing either current requests
received and in process or those requests that have already been processed and either filled or
rejected (the Backfile), according to whatever limits are set. Searches can be limited by Date and
by choices on the ribbon bars. The Items Received Grid is normally the first one shown, but you
can toggle back and forth between Items Received and the Lend Item Backfile Grid by clicking
the ribbon button with the white background just above the Search Box. In addition, multiple
deletes and global column changes can be accomplished on any of the Grid views. Search
Dates selected are displayed (in local date format) in the box just above the Grid to the right, as
well as in a Tool Tip when the mouse is held over the By Dates button.

Request Number Searching in Lend

In all Request Number searches, whether made on the Items Received Grid or the Lend Item
Backfile Grid, if a part of the request number is entered in the Text Search Box (the box next to
“Containing” below), then ALL records meeting the search criterion are retrieved.

If the Text Search Box is left blank, then ALL Received ltems will appear in the Items Received
Grid, and ALL Items for the selected Date Range will appear in the Backfile Grid. This broad-
based response is unique to Request Number searching; all other searches are limited by the
criteria of the Grid used and by the range of Dates Selected.

An exception to the ‘All Dates’ rule for Request Number is made for searches where there is
something entered in the Search Box and the Search Criterion is Beginning With; Beginning
With Request Number Searches will adhere to the Dates currently set for searches. This is
intended to permit the searching of various non-DOCLINE items, entered manually with all
request numbers beginning with a certain phrase or letter, within the Dates specified. (E.g., if you
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enter all WEST CAMPUS items with a number beginning with WEST, they will be retrieved in a
Date Search properly with a search strategy of ‘Beginning With’ WEST.)

Items Received Grid

All items that have not yet been acted upon will appear in the Received Iltems Grid.

@ [ R i ettt B ibhon Buttons helow are for commeoen searches. . - ||:|
SearchBy SearchBy | Search Search By ogele bution to switch o Backfile |
earch By i Search By Go To ALL, = = @ <;
BEIlE EFE:?E?).I REFISST Charge SRt:tuuSeg Lend ltems b Erint
Reghlo € € Search By [Dates Recs Enomiard Exit
Search Request Numbers |~ o000 <1 121 Recordrsh retrieved
Searches hy ReglNo {other than hlank} search ALL recoxds.
s Reques : ay Be Up To 14 Characte Search Dates Set To : 01-Sep-01 to 19-Mar-02.
Database Searching Reqho - Ordered By Date and Containin
Click om the + sign o the left of a record to view Values Entered. Rows highlighted in red, below,
ior edit the item's citation information. * fndicate a MAX COST that is less
your normpl chargs.
- (qNo  |Borrower Year |Title Chrg Type |[Form | EFTS |Recd Status (Delivel] [MaxCost | Rush
i|T 1015307 (PAUALT ;I 1999 |J Am Pharmz | $11.00 |Journ: Copy | Yes _:I,D:ﬁ-?l]l]l] Receive [Mail $11.00 No -
] +F 1016707 |PAULHO 1998 Drugs aging |%0.00 Journi | Copy 10/23/2000 |Receive Mail $0.00 No
[ |™ 1122352 |PAUMHY | *]1997 [Health carefi|$0.00 |Journ:|C Yes |11/1/2000 Receiv¢ Mail ||$0.00 No
_|4'r’ 11498 |MAUNEQO _~|2000 Biochemistry|$0.00 . Jourfi |Copy | No |7/17/2000 |Receiwe Mail $11.00 No
| £ 1155542 [NJUJSM ~|z000 [Biochemistry| €71 06%ourn: Copy | Yes |11/6/2000 |Receive Mail $0.00 No

_ﬁ" 1177728 INJUPMC ™| 1999 |Therapeutic ¢($11.00 |Journ:|Copy | Yes |11/7/2000 |Receive Mail %.00 No

The Items Received Grid will be the first Lend Grid to appear during each session. This is to
ensure that the items still marked as ‘In Process’ are given at least a brief glance during each
session. Rows where the MAX COST is less than CHRG will be highlighted in red. A dropdown
box with ALL Libraries in your Libs Table is available in the Borrower Column by clicking the
down button (for some reason it takes three clicks the first time to drop the list down, but only one
thereafter). Fields with data that may be wider than the width of the column they reside in will
show the complete field information as a Tool Tip when you move the Mouse Pointer over that
cell (as in “Biochemistry” above).

Unlike the demonstration case above, the Items Received Grid should show ONLY current
requests not yet processed. Once an item is updated, either on DOCLINE or manually, it will
disappear from this listing and be available in the Lend ltem Backfile Grid. If an item stays here
more than a day or two after it's been updated on DOCLINE, then the update action may have
been lost. In that case, record the update action here by manually changing the Status value to
“Filled” (or “Not Filled” for a rejected request). The Received Date column should never have a
value older than a few days before.

You can toggle back and forth between these two Grids using the Ribbon Button with the white
background and blue letters. In the above Grid, clicking the “Go to ALL Lend Items” button will
switch to the Lend Item Backfile Grid.

Borrowing Library Charges — How and when are they computed?

The charge assigned to the item is calculated, based on the Library Charge Profile of the
Library sending the request, on first import into Items Received. It isn't automatically re-
calculated thereafter unless either the Delivery Method or Rush value changes. If you change a
Library’s Charge Profile, the new designation will take effect only on new requests; existing
charges will be unchanged.

But even existing item charges will be determined by the new profile if any of the signal values
(Delivery Method or Rush) are changed, causing a re-calculation using the new Charge Profile.
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You can test this by changing a Library’s Charge Profile, then changing the Delivery Method on
one of that Library’s items, saving changes and then changing the Delivery Method back to its
original value. The new charge profile will determine the new value (assuming there is a
difference in value for that Delivery Method between the two Profiles). And it's always possible to
change the Charge value directly, by double-clicking into the Chrg field and entering a new
charge; this new change will stick unless, of course, a later change in Delivery or Rush causes a
later re-calculation.

Lend Backfile Grid

All items that have been acted upon, either Filled or Not Filled, will appear in the Lend Backfile
Grid. Initially, the Date Range for searches will be either “Six Months Ago to Today,” or the
“Beginning of the Year to Today,” whichever is greater. Current search dates are often shown
in the gray box just over the top right of the Grid. Current search dates are also available as a
Tool Tip when you let the Mouse Pointer hover over the By Dates Button for a second or two:

Mow searching 07-4ug-00 - 12-Feb-01

ze 7 As 'l.-“-.ﬁIdCard For An Sinle Letter or Numher

Excluding Not Filled Items from Items Retrieved

In the Lend Backfile Grid, Not Filled Items are usually included in the records retrieved, except
when a Search By Status of Request search specifically indicates that a certain status only is
expected (e.g., a search for Status Equals Filled will not, by definition, include Not Filled ltems).

You can specifically exclude Not Filled Items from the records retrieved by checking the Exclude
Not Filled Items checkbox.

1222 Recardis) retrieved
Lze 7 Az WildCard For Any Single Letter ar Mumber

Search Dates Set To: 01-Jan-02 to 29-Sep-02.
Searching Flequu mdared By Date am:l Cﬁntainmg

'u‘a Entered
i ' [¥] Exclude Not Filled ltems

Recd Acted Status [Deli | Ru |Source =
17272002 (17272002 |Filled [Mail [No DOCLIN

o 122002 |1/2/2002 Upload Mail | No DOCLIN
V122002 1722002 Paid  |Mail | No DOCLIN
V22002 |1/2/2002 Paid  Fax |No DOCLIN
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The same search, run with the checkbox unchecked, will include Not Filled requests along with
others retrieved using the criteria specified.

1279 Recordis) retrieved

Uze ¢ Az wWildCard For Any Single Letter ar Mumber

Values Elrtered

Search Dates Set To : 0'1-Jan-02 to 29.Sep-02.
Searching Rethu Orl:lered By Date and Colltﬂi'ﬂlllg

~[] Exclude Mot Filled Itema

5 [Recd Acted Status |Deli | Ru [Source «
1722002 |17272002 |Paid  Mail |No |DOCLIN—
1/2/2002 |1/2/2002 |Paid |Mail |No DOCLIN

i 17272002 |1/2/2002 |Not Fill NOT |No DOCLIN
1/3/2002 |1/3/2002 |Filled [Mail |No DOCLIN
1/3/2002 |1/3/2002 |Not Fill POR|No DOCLIN

Since the Items Received Grid, by definition, won’t include items with a Status of Not Filled, the
Exclude Not Filled Items checkbox only appears in the Lend Backfile Grid.

As with all Grids, the Ribbon Buttons just above the Search Text Box are used to stipulate a
common search type: Request Number, Library, EFTS, Charge and Status.

I | end Item Backfile

[Balonar ave Fibbon Buttons for common searches.

he Forerard button will change, depending upon

=10l

the cobumn that ourently 11.as focus.
Search By  Search By Search Search By Search By GoTo
Date & Librrary EFTS Charge Status of Received % F'rlnt ﬂ;g> <;
Reghio (eI RS FETUEE! Onl‘i Search EI\,r Dates Recs Enmiard Exit
Search Request Numbers 13 Record(sh retrieved

Containing j I

omba box showe.

earch Limmiters ave in dropdewn

‘ogzle utton to retum
o the Fecerved Grid.

ze 7 Az WildCard For Any Sinale Letter or Mumkber

Search Dates Set To !

1-Sep-01to 19-Mar-

Searching ReqNo -.'Ofdere:d By Date and Containing
Values E“terEd_" |Sea.n:h dates are Acted Upon dates. | ;

Chrg Type |Form | EFTS

Recd

- ReqNo Borrower |Year |[Title Acted Status |Deliv | Rush [So ~
[ F 1110981 |NYUJES ;I 2000 |Drug L eft-Click Header for Column menu] [11/1/2000 |11/8/2001 [Filled |Fax No |DO
o + 1120545 |PAUMHY ~|1996 |Drug safefy$0.00 |Journi|Copy | Yes |11/1/2000 |[11/8/2001 Filled |[Mail | No DO
[ +F 1127204 |NYURRC ~|2000 [BrJ pharm|$16.00 |Journ: Copy | Yes [11/1/2000 [11/8/22001 Paid |Fax No |DO

The total number of records retrieved by a search is displayed in the space just beneath the By

Dates Button.

The Name of the Grid being used is always at the top left of the form (Lend Item Backfile,

above). A Description of the Grid’s Search Results appears in the middle of the blue Grid
Header (“All Lend Items — By Request Number” in the case, above). Clicking any of the column
headers exposes a column context menu for that column, with choices for Show All Grid
Columns, Global Change, and Sorting A-Z or Z-A.

Selecting Grid records

You can select and delete a batch of Grid records by using the Record Selector button at the

left of each row to select the row (or rows). Selected rows are highlighted in blue, as shown in

the illustration below:
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=1
il Rl Bl TRl I 8 o
Reghlo [LIBID Reguest Lhenge Request Zinly i) = =
Searct By Dates Recs Eorvard E
Search ltems By Charge || aater Than j ln Last Record Selected = MNS5-9810155876
Uze ? Az WildCard For Any Single Letter or Mumber

2 Records J& g( i _
Set Default  Mark As MarAS Delete sp i
Date Filled Faid Records Mctiﬂ:nhﬂttom appear when records are selected. I
d lte g Ate an 0
- ReqNo Borrower Year |[Title Chrg Type |Form | EFTS |Recd Acted Status |Deliv | Rush
ol + NEP-9810'| MAUNEP j 1998 |Arch gener|$3.00 Journ:|[Copy | No (10721998 |10/2/1998 |Filled |Mail No
J‘#‘ NSS-9810 MAUNSS _~|1990 |Clinical nur|$3.00 |Journ:i Copy | No |10/19/1998 10/19/1998 |Filled |Mail No

NSS-9810
NSS-9810

maunss hd
MAUNSS

1994

Clinical nur

Clinical nur | $3.00

Jourmi
Journ;

10/19/1998
10/19/1998

10/19/1998
10/19/1998

Filled
Filled

19838

Int J psych |$3.00

Journ;

Copy

11/51998 |11/5/1998 |Filled

ol 4\ COM-981C MAUCOM = {1996 |Jallergy cl|$3.00  |[Journ: Copy | Yes |10/21/1998 10/21/1998 |Filled |Mail No
o " \IBD-QBW MAUVBD ~|1996 |Researchi|$3.00 |Journ Copy | Yes |10/29/1998(10/29/1998 |Filled |Mail No
ol + CQM-981CMAUCOM ~|1992 |Jtraumatic|$3.00 Journi |[Copy | Yes [10/30/1998 | 10/30/1998 |Filled |Mail No

lick Here To Sele This Record})

In the view above, highlight rows you want to process by clicking their Record Selectors
(the buttons on the left column). To select more than one record, hold down the Ctrl key while
clicking, or press the shift key to select a range of records from the first record selected to the
end of the group you want to delete. To select ALL Records in the Current Grid, you can simply
click the topmost button over the Record Selector column (it has a small, inverted pyramid as an
icon), and you will notice that all rows in the Grid turn blue.

Setting the Default Date for Batch Processing

Unless you want the Default Process Date to be Today’s Date (the default), select the Date you
want applied to all items in the batch by clicking the ‘Set Default Date’ button. Use the Date Box
or the Calendar to choose the Default Process Date. This is the date that will be applied to all
items selected when each is Marked Filled or Marked Paid, appropriate.

Jul gl 2000 | @ A3
: Set Default Mark Paid

ol 1=l

Current Default Date iz 77431 .-’2EIEIEI|

Once you’ve selected the Default Process Date, make sure it’s registered by either pressing
Enter (if you've been entering it by typing in the date box) or by clicking the “Set Default Date”
button again. The current Default Date is always available as a Tool Tip if you place the cursor
over the button, as above. Once the Date is satisfactory, click the ‘Mark Filled’ or ‘Mark Paid’
button, and all records selected will be processed, one-by-one so that any database relationships
can also be updated.

Marking Filled Lend Grid records

Once you've selected the records to update, with the proper update date, you can mark all
selected records to Filled by clicking the Mark Filled Button. Only items still marked as
Received will be affected. Since DOCLINE items updated to Filled online should be registered
here automatically, you won’t have to use the Mark Filled batch method very often. But in cases
where the online update didn’t get through to update the database, this method can also be used
as a mouse-only check-in method:
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Click the Record Selector next to the item you want to mark Filled;
Change the Default Date if necessary;
Click the Mark Filled Button to record the change;

0N~

Repeat for any other manual check-ins.

Marking Paid Lend Grid records

This is useful for batch processing items you’ve filled for other libraries where you’re using
something other than an Invoice or EFTS Upload to bill them; this can be instances where the
libraries send along coupons to pay for the service, or where credit is given for reciprocal activity
between two libraries.

Once you've selected the records to mark to paid, with the proper date of payment set in Default
Update Date, you can mark all selected records to Paid by clicking the Mark Paid Button. The
item(s) will be filed away as Paid, with the charge equal to that in the CHRG column, using
payment method Other, with the note “DOCLINE Request.”

For the reciprocal Library, you might want to use the Credit Payment Method instead of Other.
Use the Payments form for this, rather than the Record Selector batch method. The easiest way
to get to the Payments form is to click in the Status cell for that row (it currently says Filled), then
click the To Pmts Button that will appear where the Forward Button was. This will bring you to
the Payments Forms, with much of the information automatically filled in. Just change the
Payment Method to Credit and add the payment.

Only items marked as Filled can be changed to Paid. If you have an item marked Invoiced or
Uploaded to EFTS or Paid, you must first delete the Invoice, etc., to restore it back to Filled
before proceeding. Use the Library Billing Grid to make these changes.

Deleting Lend Grid records

Once you've selected the records to delete, you can delete that batch with the Delete Records
button. Records marked 'Paid’ or 'Uploaded' or 'Invoice' will not be deleted in this batch
process. They must first be marked back to 'Filled' so that any related Invoice or Payment table
information can be properly updated as well. Use the Library Billing Grid to make these
changes.

Global Updates of Lend Grid Columns

Perform Global updates by first editing the topmost record of a column where you want all the
records to have the same value. Once the top record has the correct value, perform the Global
change by left-clicking the header at the top of the column (such as "Chrg" above) to get the
Column Context Menu:

t% [alobalChange

B Show &l Grid Cols

%l Sortdzcending

El SortDescending

Choose “Global Search” from the list. The column will be highlighted and a message box will give
you a chance to back out, if necessary.
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Global Column Change of Charge Yalues To Match Top Yalue?

/1

oK caned |

If you click OK, all the values will change to $11.00, except for columns where processing has
moved to a state where a change in charge isn’t appropriate, such as Status of Invoiced, or Not
Filled. Similar restrictions apply to most Global Column Changes.

Most of the columns have Dropdown boxes, or Calendar controls, for choosing options. The
Delivery Method column can be changed by clicking on the Down Arrow and choosing from the

list:
Mail |DOCLINE
Mail DOCLINE
Mail |DOCLINE

Mail
Fax
Ariel
E-Mail

If you start typing the beginning letters of the value (as in picKup, above), the selection should be
found as a matter of course. You can also open a dropdown box on any Grid either by clicking
the down arrow or by pressing <Alt><Down Arrow> in the field.

Save Changes Button

In any case where changes are made to values on any Grid, the changes are written to the
database whenever the focus is moved from the row that is being edited to another row on the
Grid. Just clicking on another row, or using the down arrow or up arrow keys will cause the
change to be filed. Once editing has begun, the Save Changes button will appear when there
are changes ready to be filed. This button is really just an alternative method of registering
changes, since any movement out of the row will do the same thing. The Save Changes button is
essential, though, when a Grid has but one row.

Field is Status of Request. DropDown Box Shows Allowed
Values of: R = Received; F = Filled {Not Yet Immoiced); N = Not
Filled; | =Immwiced; P = Paid; U = Uploaded To EFTS.

All Billing kems - By Borrower

Drug safety 00 [Journal 06-Sep-00
Psychological | $10.00 |Journal 13-Aug-98 Uploaded

Clicking this button files any changes without the necessity of leaving the row.
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Quick Journal Times Loaned Report

To have a quick look at all Lend transactions for any title, just click into the Title cell in any Lend
Grid to expose a Quick Jrnl Rpt button. Click this button (or press <Alt><Q> on the keyboard)
to see a list of all times the Journal Title was loaned since the beginning of the year.

Displaying and editing Lend Citation records

The citation information underlying the records displayed on any Grid can be displayed by
clicking on the + sign to the left of the record. This information is kept in the tbiLendBibs Table
of QuickDOC.MDB and contains the following fields:

BibRQNO - Request Number, associates this record with tbiLendltems
Citation - Citation information

Article - Title of the article loaned

Author - Author of the article loaned

Copyright - L or G, from the original request

Patron - Patron name from request

Hll Items Received - By Request Number

Mail $24.00 |DOCLI
Mail $24.00 |DOCLI
Mail $24.00 |DOCLI
Mail $24.00 |DOCLI
_|4'f’ 1238564 | PAULVC 1997 |[DRUG INFORKN| FREE |Monog|Copy | Yes [13-Nov-00 Receive Mail |FREE pocu
_|4}= 1241639 | PAULHO 1999 |[Clinical pharr| FREE |Journ:|(Copy | No [13-Now-00 Recefw Mail FREE DOCLI
_|4}= 1247469 | MEUKKE 1993 |Infectious dis| $11.00 |[Journ:|Copy | Yes |15-Nov-00 |Receive Mail FREE DOCLI

The highlighted cell is shown as above and any of the information displayed (except for the first
cell, which contains the Request Number) can be edited in the usual fashion, by either clicking at
an insertion point or typing over the currently selected value.

The insert seems to display best, by the way, when the record to be opened is toward the top of
the Grid, where it displays underneath the current record, rather than at the bottom, where the
display will move the current record to the top, and then display the child record underneath it.
The effect of this movement can be confusing at first in the latter instance.

Searching Lend Grid Records

My boss is asking me how many loans have we gotten at no charge versus the amount
we've paid for. Is there any way I can get this for either what we've borrowed or what we
have loaned using QD?

The Compute Totals Report will give you average cost per Loan/Borrow but not absolute
numbers for Free and Not Free. But we can get these numbers fairly easily from the Lend Grid.
1. Open up the Lend Item Backfile Grid and choose the period you want to search.

2. Click the Search By Charge Ribbon Button and enter 0 as the Charge Equal To
choice.

3. Click Search and the total will be displayed as "nnnn Records Retrieved" just beneath
the Search Button. These will also include Not Filleds, though.
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If you want to eliminate those, left-click the header of the Status column and choose Sort
Descending. This will put all the Not Filleds near the top. Click on the Record Selector (the
small button at the far left) of the first Not Filled row, then scroll down and, holding down the Shift
Key, click the Record Selector next to the last row. This will select all records in between and will
show you the total: "nnn Records Selected" on the upper left. Subtract this number from the total
and you have your Lend answer.

Print Lend Grid Records

The Print Recs button provides a quick way to get a printout of a Grid. The first time you
choose to print you'll be brought to the Page Setup screen, to choose your typical print
parameters (Margins, Orientation, etc.).

Page Setup for Printing Lend Grid Iltems

Page Setup

1
I'r
152
1=
In
rr
1

I\
o
1

v

These are saved as defaults (in a file called PageSet.dat) and used for subsequent print jobs. If
no settings are chosen, then the Page Setup form keeps coming up, so it's a good idea to pick a
default setting. Also, when you change printers, or if you encounter a Printer Not Found error
when trying to print from the Grid, you can force a new Page Setup by choosing Reset Printer
from the File Menu. This will clear out the current PageSet.dat file so that all new values can be
written for the new printer. You'll need to exit QuickDOC and re-enter for the Printer Reset to
take effect.

Because the Print Setup is used mostly in the Grid Print process, the print-related choices on the
File Menu are often not enabled if a Grid is not being displayed. If the choice you want isn’'t
enabled, just open any Grid and populate it with some records. That should give you the
following version of the File Menu (under File on the Menu Bar):



72.

|Eile Edit | Setup | AddN
[ In__'l" LEloze File

Save File Chl+5

- (= Import ...
=1 Expart ...

PageSetup

T Feset Printer

& Print Preyigm

= Brirt Chl+F

I Esit Quickooc

If the number of Grid records equals a print job of two pages or less, it will be sent directly to the
printer. There are approximately 30 lines on each page for Landscape and 37 for Portrait, so
that reports of fewer than 61 or 75 records, respectively, will be printed directly. If the report is
longer than that, you'll first get a message box asking whether you want a Print Preview first,
where you can choose the specific pages to print.

2._All Itemz Received - By Request Humber

AN Awwrin MMasideid - By Mipelih Nty

Print range

In the example above, we've chosen to print the first page, plus pages three and four.

You can also choose to print just Selected Records. First, select the records you want to print
by clicking on the Record Selector button (the leftmost column on the Grid). Hold down the Ctrl
key while selecting to add multiple records, or hold down the Shift key after selecting the
first record and click the Record Selector of the last record in the group to select all
records in between.
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Record Selecied = 1087289 Requests Where MaxCost Is Less Than Default .
Delete This Record By Clicking On The Delete Button ---> hatae For the Borrowing Library Afe Highlighte
Pressing Alt-D Or The Delete Key. Edit By Clicking Or| Selected Records Press <F2> (of Left-Click) To Edit Field. =
You Want To Change SR A e P

1015307 | PAUALT E 1999 |J Am Pharm 1372000 Receive Mail J

1016707 | PAULHO E 1998 |Drugs & agini| FREE |Journ|Copy | No |10/23/2000(Receive Mail
1041685 | NYURRC Ezuuu Br J of pharir| FREE |Journi|Copy | Yes |10/25/2000 Receive Mail
1085630 |MAUCOM E 1995 |Social work. | $3.00 |Journ;|Copy | Yes |[10/30/2000 Receiv Mail
1087286 | MAUBET E 1999 (Science. FREE |Journi|Copy | Yes |10/30/2000 Recenv Fax
1087289 | MAUBET E 1999 (Science. FREE |Journ|Copy | Yes |10/30/2000 Receive Mail
1110981 | NyUJES [E|2000 Drug safety Journ: |(Copy 11/01/2000 |Receive | Fax

T T

[This is the Record Selector column.] [All dark blue rows are selected.]

=

Add Lend Item Form

Selected with the Toolbar Add Lend button, or from the Menu Bar under Add New, and Lend,
this form adds a record to the Lend Item backfile. It can be a Non-DOCLINE item or an item not
successfully captured through QDPortal. The Add Lend Item Form also includes access to
the Libraries List, for selecting the Borrowing Library, as well as a Journal Titles List (which is
searchable by Title, ISSN or NLM Ul), which can also be used for incremental data entry. You
can also use the Down Arrow key to locate the Library (or Journal Title) and the Enter key to
choose the highlighted selection and transfer the information to the Add Lend Items form.

If you begin typing the LIBID when the Libraries List pops up, the selection will begin travelling
down the list until it reaches the LIBID in question (assuming it’s already in there).

= Add Lend Item :ﬁjLihlalies List

B57 Lib Record(z] Retrieved
Libraries List

= ——
. InBCAL:1234554 Borrower: I LIBID 2] [Institution -
Request Humber: I MAUNAB |Horth Adams Regional
. MAUMBF |Mew England B aptist |
Rem T H L1
Year: I LS IJournaI — |MAUMNCE |Deaconess Hashoba b

: MAUMNEM |Boston Regional Medi Search Lib
il Search | ISSH: I ftem Form: —copy Ml MALUNEN |Beth Israel Deaconess
— ~ [MAUNED |NEW ENGLAND COLL | _ Searchlin:
- L Status: Filled ~ |MAUMNEF |Harvard Univ_ -- He P1
Hewdml Tltlel Title: I I ~ |MAUNHM Noble Hospital _ | SearchOCL

Del Method: . MAUNLF |Hewton Wellesley Hos

Charge: $ I IMa“ 2 |MAUNOH Meponset Yalley Healt
R MAUNSS |Hew England Sinai Ho

Max Cost: § | : |DOCLINE 2 [MAUNWE | Newton Wellesley Hos Add Librar

MAUPDY |Southwood Community

Citation MAUPHH |Providence Hospital
Month| voll Iss | Article: | n:ﬂgfg g::;’:g'mc:ﬁ d”:f;::::‘.s ]
sartP [ —EndPg[ | Author: | U | MAUSHR |Shiners Hospital | ———
EFTS Request:[ | Rush?[ Date Ree'd Date Processed MAUSJL |SAINTS MEMORIAL M .
Copyright:cc|6 | I— i— j I——v — j £

Searching maunen

Library"s LiblD. Type beginning letters of the LiblD to travel down the list.
Library® on the Libraries List to add a new Library. LiblD = NLM LIBID for DOCLINE Libraries and must be & | -

characters long. If you don't see the Libraries List, press <F4> to reveal it. Press <F3> to Restore Last Entry;

Clicking on that list item (or pressing Enter when the item is highlighted) effectively registers your
choice. Once you choose the Library from the list, the Library's values for LIBID, Default
Charge, Preferred Delivery Method and EFTS status are filled in at the same time. If you
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don't want to use the Lookup List, you can enter the LIBID directly (assuming you know what it
is) by exiting the Libraries List without making a choice:

1. Double-click in the LIBID box (or press the Left Arrow Key) to return focus from the
Libraries List to the Borrower box on the Add Lend Item form.
2. Type in the LIBID.

Check the libraries box to the right and it should match if your typed-in value is in the database.

Default values are also the settings for each of the Combo Boxes, although any others can also
be chosen from the dropdown list.

The program keeps a table of Journal Titles, ISSNs and NLM Uls, sorted alphabetically by
either ISSN or Journal Title, which can be used for authenticated data entry. Choosing an item
from the list will fill in both the Title and ISSN text boxes.

= ) . . ' »
= AU B ":f:‘g{::‘;“;f;;‘;n the search ep entering 551 until it fravels o the file you | )
besins with the frst ma,tch after 4ith digi t. Here the entry continued to 0007-104 hefore

Br J Haematology was reached.
. IABC-IL:1234554 Borrower:  IMAUNEN <-—- Journal Titles | IS5Ms -
Request Humber: I ISSH J Title ~
. ltem Type: | [0007-1021 |Br J exp pathology
Year: |2““1 I""“""" | 0007-1048 |Br J haematolog

0007-1064 |Br J hospital medicine
0007-1072 |Br J industrial medicin
0007-1102 |Br J mathematical stati

IFiIIetI "'I 0007-1110 | Br J medical educatior

0007-1129 |Br J medical psycholot
IMa“ ,l 0007-1145 |Br J nutrition
0007-1161 |Br J ophthalmology
0007-117 |Br J oral surgery
Max Cost: § | IDOCL'"E :I' 0007-1188 |Br J pharmacology ™
Citation Press Enter or click on the item to move it over to the form. |

Add Record |
Ill'lonthl Il'nll Issl Article: I Pﬂtrnn:l

StartPg [  —-EndPg[  Author: | nv N°-| Exit |

EFTS Request:[~ Rush?["

Jnl Search | 1SSHE |“"“1-"197 §—— Mtem Form:

MNew Jml Title | Title: IAARN newslettere

Charge: § Il].l]l]

Date Rec'd Date Processed Date Paid

Copyright: CCIG =l I__v—j I__»_j I__-_j Clear Form |

Enter ISSM. if known. To search by ISSN, enter the first three characters to bring up matches in the Titles List.
Continue typing the IS5N [include the dash in the middle of the IS5N] until the correct title 15 highhghted. If there
are no matches, click the "Add Title' button to add journal to database. Press <F3> to Restore Last Entry: <F5> To

The first match after four digits will move those values over to the Add Lend Item form. But keep
entering the ISSN until it travels down the Journal Titles — ISSN List to the correct Journal Title.
At that point press Enter or click on the entry to move the values for ISSN and Journal Title over
to the Add Lend Form.

If you don’t know the ISSN, leave it blank and use the Title box in much the same way: For an
incremental Journal Title Search begin typing the Journal Title, using the common QuickDOC
abbreviations (see below) and the list will be populated after the fourth character. Continue
typing until you reach the desired title (it would require Br J h to get there in the above case).

You can also use the Journal Search button in the Add Lend Form to search on title words:
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Journal Title Search ; |

Tupe in the letters to seanch far inJral Title;

Itraumd

would return all titles with “trauma” in the Journal Title.
Use the New Journal Title button to move to the Add/Edit Journals Form to add a title.

Once the Journal ISSN and Title have moved over, a new Edit Journal Button appears, which
can be used to move directly to the Add/Edit Journals Form:

<+ Add Lend Item x|
[Journal search butions |
T Im Borrower: II'H'IAUNEN I<5--5-"'I.J|JUIn.=.|JI '.II'_iittllzs - 155Ns - _
Edit Journal | Vear: I2|][I1 VP IJournaI 'l
Jinl Search | ISSH: Il]l]l]?-1l]43 ftem Form: IW 'I ggg;: gg; g:j mslfsltzlamg:;z:;

0007-1102 |Br J mathematical stati
New Jirl Tie | Title: |Br.1haematology St |Fi||ed v[ 0007-1110 | Br J medical educatior
= 0007-1129 |Br J medical psycholog
i 0.00 Del Method: Mail ~| | 0007-1145 |Br J nutrition —
charge:$ | [wai = 0007-1161 |Br J ophthalmology
If the Journal Title is not on the list, you can add the Title and ISSN so that it's included in future

lists, or you can just add the title for this request only (without the ISSN). Since we don't keep
track of ISBNs, this will always be the case for monographs.

When entering titles directly, either here or in the Edit/Add Journal Title form, try to use the list of
Journal Abbreviations that appears just off the right side of the form, so that future sorting and
displaying of Journal information can be consistent. You can enter a Journal abbreviation by
clicking on it, or simply by typing it in on the form.

Journal Abbreviations used in QuickDOC are few and fairly standard.
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Journal Abbreviations

A

Am American

Ann Arnals of

Annu rev Arnual review aof
Arch Archives of
Aust Auviztralian

Br Eritizh

Bull Bulletin of

Cnt Critical

Curr Current

Ewur European

Exp E=perimnental

Int International

d Journal [of]
Probl Problems in
Proc Proceedings of
Revw Reviews in
Scand Scandinavifan.cal
Trans Tranzactions of

Click On Journal Abbresiation Tao Select

An attempt will be made to automatically format data entered for Citation information, etc., so
that keyboard data entry can be as efficient as possible. In general, the following rules obtain:

1.

You can retrieve the last entry made in any text box during the current session by
pressing <F3>.

2. Borrower choice is made from the Libraries List.

Entries with Combo Boxes respond to typed entries by travelling down the list of choices.

4. ISSN and Title boxes present a list matching the first three letters typed and then travel
down that list for each additional letter typed. Press Enter when the correct item is
reached.

5. Borrower Charge box is completed with the default charge filed for that Delivery Method
in the Borrowing Library record.

6. The Max Cost box is automatically given whatever value is entered in the Charge text
box.

Date fields and Combo Boxes retain the values from the previous entry as defaults.

8. All citation information (including Month) can be typed in lower case and QuickDOC will
attempt to reformat after you press Enter for that field (you can press the Up Arrow, or
Shift-Tab, to return to a previous field if the automatic format is not to your liking).

9. When typing in page numbers, if you press the dash (-) after the Start Page the cursor
will jump directly to the End Page.

10. The Print Copy Checkbox will retain its last value (True or False) from session to session.

11. The Alt-A accelerator key will work to simulate a click of the Add Record button from

anywhere on the form

The Print Copy checkbox determines whether a printout of the information for this request will
be after the record is added. If you want hardcopy printouts of each item added, check this box.
Once the box is checked (or unchecked), that value is filed in the tblLocals table of

QuickDOC.MDB as

PrintLendAdd = True
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and becomes the default thereafter.

Requests are printed two to a page, so you won't actually see the first printout until after the
second request is entered. If the Exit button is clicked after an odd number of records were
added, the last request will be printed at that time on a page of its own.

Since these printouts use your Default Printer, it will also use whatever default settings your
printer was left at during your last print job. Watch out for situations where the printer was left at
Landscape instead of Portrait, or where some other application set the printer to some special
setting and never reset it back. Strange characters may result in the latter case. Turning the
printer off and on will usually reset the default settings.

Print Format of Added Lend Request

Lends added using the Add Lend ltem Form have the following format:

Added Lend Request Number: 44297
Date Added: 7-Nov-01

Borrower LIBID: MAUHMS

Journal Title: Science

Citation: 1999 Dec;286(5448):2248-

Article Title: NIMH

Article Author: Holden C

ISSN: 0036-8075

Request Status: Filled Source of Request: DOCLINE
Item Type: Journal Item Form: Copy
Delivery Method: Fax Copyright: CCG
Patron: Smith

EFTS Pmt: True Rush Request: False
Charge: $11.00

Max Cost: $11.00

Date Recd: 7-Nov-01

Date Filled: 7-Nov-01

Date Paid:

Dates on Added Lend Records

Today's Date will be the default date for records added, but previous values are kept from record
to record in most cases, so that repetitive data entry might be reduced. In all data entry Date
fields, the format is now mmm dd, yyyy, so that International dates can be entered in a format
understood no matter what the machine's Date setting format might be. If you press "D" in the
Date Rec'd text box, below, the entry will jump to "Dec" since that's the only match. You can also
use the dropdown calendars, as always, for entry of dates.
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EFTS Request:[~  Rush?
quest:[" Rush?[ Date Rec'd Date Processed Date Paid

Copyright: cc|G =] |Mar 191 2002 j |Mar19, 2002 j |__,_ v| Eleer BT |

Enter Date Aequest Was Received.
Function Keys: <F3> = Today <F4> = Open Calendar <F5» = Clear

Entering Multiple Lend Records

There are function keys in Add Lend Data Entry Fields that may help with data entry when
entering multiple records.

The <F3> Function Key will Restore the Previous Entry in this field.
The <F5> Function Key will Clear this field.

The function keys in Add Lend Date Fields have specific duties:
The <F3> Function Key will enter Today’s Date.

The <F4> Function Key will display the Calendar (useful if your hand is on the keyboard, not the
mouse).

The <F5> Function Key will Clear the field.
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Library Billing

Monthly Billing Overview

QuickDOC can be used to manage Monthly (or other periodic) billing by Invoice, by EFTS (a
system run primarily for Medical Libraries through the University of Connecticut Health
Center), by IFM (a system run by OCLC for OCLC items), by Deposit Account or by individual

request payment.

Suggested steps are as follows:

1. Open the Library Billing Grid and set the dates for the period to be billed.

2. Click the Search By Status of Request ribbon button to search Filled items only.

3. If you have Libraries with reciprocal agreements or other creative financial
arrangements, you can process these first, either by

a.
b.

changing the charge to 0.00, or

clicking into the Status Field (currently set to ‘Filled’), exposing the To Pmts
button, which will allow you to post the payment with Payment Method
Credit, or

whichever other method you use to make these ineligible for EFTS Uploads
or Invoices.

4. If you have items that will be paid by IFM, check those next.

a.

Click the IFM Header and choose Sort Descending to put all IFM eligible
items at the top;

Make sure EFTS = No for all those that will be paid by IFM (items with EFTS
=Yes and IFM = Yes will be included in any intervening EFTS Upload,
although not on Invoices);

Change the IFM value to No for any IFM item you want to bill by Invoice or
EFTS.

5. If you have items to be billed through EFTS, check those next.

a.

Click the Show EFTS Upload Items ribbon button and set Equal To TRUE
to see the items from that period that will be included in an EFTS Upload
File; scan to be sure that the charges are appropriate;

If you have time, also check the same with the value set Not Equal To True,
to see the items that will NOT be included; in some cases you may wish to
change the charge or the EFTS value if it hasn’t been set properly. In most
cases, if you sort by Borrower after getting this list, any anomalies will stand
out amidst that Library’s other activity.

All the items in the EFTS Not Equal to True list will be either Free (never to
be billed), IFM = Yes (waiting to be paid by IFM), or ready for Invoicing.

6. Run the Create EFTS Upload File process, which will change the status of those to
Uploaded.

7. Run Invoices for that month.
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Billing Options and Forms

The Library Billing Grid

Choose the Library Billing Button on the Tool Bar to get to the Library Billing Grid.

Libran Eilling

This Grid shows Billing-related information, including Paid Date and the Invoice Number or EFTS
Upload related to each item. When you select the Library Billing Grid, an additional criterion on
Charge <> 0.00 is applied, so that the Library Billing Grid won't included FREE items.

The Library Billing Grid also includes two special Ribbon Search Buttons:

Show EFTS Upload Items Search

Create Invoice By Library

The Show EFTS Upload Items button can be used to provide a quick display of items that will---
or will not, depending upon the Combo Box choice---be contained in an EFTS Upload file for the
Dates chosen. This choice is explained further in the EFTS section, later.

The Create Invoice By Library button creates a list of items for the Borrower selected that
qualify for Invoicing during the period from the Beginning Date to the End Date selected. A brief
discussion of this tool is included in the section below.

ZE Billing Items IC

tth E%t ‘#> ¢

Search By Dates Recs To Prnis Exi

Search By  Search By |Show EFTS Create Search By Search By
Borr, Date & Litrrary Upload Invoice By | Status of T
Reghlo LB Items Litrrary Request '

Search for Rec No. Containing j I 11 Record(s) retrieved
L=ze 7 Az \WildCard For Any Sindle Letter or Mumber
First Field is Request Number. May Be Up To 14 Characters Billing Grid by Default captures only itemns with
Long. Must Be Unique in Database. Charges Attached. Press <F2={or Double-Click})
Edit Field. e ; 2
ng ltem oWe
- Borrower |Year |Title Chrg |[Type |EFTS |Acted Paid On [Status Delivery | Rush |Source [Imvoice
¥ cTuuc ;I 1998 (Am J physiolo: | $11.00 [Journal | Yes |9/15/2000 Uploaded |Mail No [DOCLINE EFTS-BE
J*“ MAUCKC | 1998 |J neurology, i ($3.00 |Journal| Yes |9/5/2000 Uploaded Mail Mo |DOCLINE EFTS-BE
|| maucc x|2000 |Ann rheumatic|$3.00 |Journal| Yes (9/12i2000 Uploaded |Mail No |DOCLINE |EFTS-BE
_|‘#‘ MAUCC | 1991 |Thorax $3.00 |Journal| Yes (9/21/2000 Uploaded |Mail No |DOCLINE [EFTS-BE
_|4'f’ MAUHL ~ | 1999 |Psychosomati|$3.00 |Journal| No |9/11/2000 |5/23/20(|Paid Mail No |DOCLINE (MAUHLC
. |™ MAUHL ~|1983 [Annurevnursi|$3.00 |Journal| No (9/13/2000 |5:23/20( Paid Mail No Dmc

This list, for the period 1-Sep-00 to 30-Sep-00, contains all records with a charge for the period
specified (leaving the Search Text Box blank will always get all matches). The items for
MAUHLO have already been invoiced and paid, and the Invoice Number appears in the rightmost
row of the Grid. If you hold the cursor over a partially revealed value, a tool tip will pop up with
the complete field information. If you want to make a horizontal scroll bar appear at the bottom of
the list, so that you can scroll to make the last column appear completely, drag the vertical bar
between 'Source' and 'Invoice' in the header to the right (making the Invoice column even
smaller); once it reaches a width where it's nearly invisible, the scroll bar at the bottom will
appear, to facilitate moving that row into view.
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The Library Billing Grid, because it automatically screens out FREE items, makes searching and
editing a bit less complicated for preparing Invoices and EFTS Uploads, but be sure to check the
general Lend Grid periodically for items mistakenly filed as FREE. Clicking on a cell in the
Borrower Column of any Grid will expose the To Libs button, where a Library's charge may be
quickly edited, so that future requests are filed with the proper charge.

Billing Setup Menu Item

Before printing Invoices for the first time (and whenever you need to make changes to any of the
Invoice boilerplate information thereafter), check under the Setup Menu for Billing Setup, which
contains values for items normally printed on an Invoice.

| Setup | AddMew Laokup | Biling
[ ?@ Setup Farm

% Locate QuickDOC DB
- 1 Biling Setup

m Edit Library Charge Prafiles
E Edit Local Charge Profiles

Billing setup includes the following items:

% Billing 5etup

005-23456

Agoos Medical Libra
617-667-4225

617-667-7197

Enter the Cost Center you want printed on Invoices.
Leave Blank if you don't want that field printed.

Brief descriptions and context-sensitive help are in the yellow box just above the Command
Buttons.

Print Invoices

Print Invoices is the third choice under the Billing, EFTS Menu.
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Biling, EFTS Local Biling | Bepc

[ Make New EFTS File
(= Open Existing EFTS File
% Invoices, Print

&b Trial Invoices, Print

'gf’ [nvaices Outstanding

Fapments

The Invoice choice is also available under the Reports Menu Bar item, Loaned Items. Use
either of these methods to print a regular monthly Invoice run. See 'Create Invoice By Library',
below, for a method that will print an invoice for a single Borrower (or a selected group of
Borrowers) only. Invoices can be printed to Print Preview, in order to get an idea as to what will
be generated, or to any Printer that shows up in your list of Printers. Invoices can also be
printed with up to 5 copies on each run.

Invoice Numbers are composed of the LIBID of the Library being billed and a sequential
number, running from 0001 to 9999 before resetting, to further create a unique number. The last
Invoice Number used is kept in the tblLocals Table in QuickDOC.MDB, under the tag
LastLendInv.

Print Trial Invoices

The Print Trial Invoices choice, above, prints exactly as the Invoice run will print, except that
Invoice Numbers aren't assigned, and only one copy of each Invoice is printed. Use this instead
of the Print Preview to generate actual invoices that can be used for proofreading and editing
prior to running the actual invoices.

How Items are Selected to be included in an Invoice:

1 The item must have a Charge (or Credit) other than 0.00
2 EFTS must be No.

3. IFM must be No.
4

Status must read Filled.

In the Billing Grid below, only the last two items, with the red check marks, would appear on an
invoice run, either the automatic batch run or an individual Invoice printed frem the ‘Create
Invoice’ button:

- ReqgNo Borrower Year |Title Chrg |Type |EFTS| IFM |Acted Paid On Status |Deli | Ru [Source
| |* 04609496 [cOUCOL ~|1997 (Transcultural|$8.00 |Monog| Yes | No |4/12/2002 Filled |Mail |No |OCLC
| |T 6000041 |MAULCB [=|1996 |Paediatric an [$3.00 [Journ:| Yes | Yes (272212002 Filled |Fax |No DOCLIt
. |* 5726795 |I'.'IAUSLI'.'I ~ 12001 |Seminars inr|$3.00 [Journi Yes | No |1/30/2002 Filled |Mail |No DOCLIt
| |¥ 5727405 |MAUSLM T 11999 |Biology of nec|$3.00 |Journi| Yes | No |1/30/2002 Filled |Mail |No DOCLIF
% 5750720 |MAUSLM ~|1995 (Indian pediatr|$3.00 |Journ:| Yes | No (2/1/2002 Filled |Mail |No \DOCLIt
[ |% 5862908 |NJUCSM ~|2001 [Jinherited m|$10.0¢|Journ:| Yes | Mo (2/12/2002|6/17/2002 |Paid |Mail No |DOCLIt
™ 5323916 |WAUWAS ~|1989 [PHYSIOLOGIC|$5.00 |Mono¢| No | Yes (12197200 Filled |Mail |No \DOCLIt
l!l‘#‘ 5846093 |WYUCBL _T|1989 |MCN.AmJm |$5.00 [Journi| No | No |2/11/2002 Filled |E-Mz|No |DOCLIF
ﬂ + 5838920 |WYUCBL _~|2001 |J pediatric ga|$5.00 |Journ| No | No |2/12/2002 Filled |Mail |No DOCLIF
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The Invoice is printed in the following format (this is the Print Preview version; the Printed
versions is exactly the same, but also includes a Bold Invoice Total at the top, across from the
Borrower's address):

Invoice

01-Aug-00 to 31-Cct-00
27-Dec-2000 Invoice Number: MAUHYA 0001 Page 1
Make Check Payahle To: Agoos Medical Library Terms: NET 30
Beth Israel Deaconess Medical Center Tel: A17-AET-4225
Agoos Medical Library Fa 617-667-7107
330 Brookline &vve. jay@caregroup hatrvard. edu
Boston, LA 02215 FedID: 1234-55

Cost Center: 1884

Include copy of veice or Inv No. with payment
CAPE COD HOSFITAL
Frazier-Grant Medical Library ILL
27 PARK BTREEET PO BOX 640
HYANNIS, IWMA 02601

Req Noa. Year Tule Citation Fatron Charge Date Filled
297385 2000 Psychological medicine. Blar,3002):433-42 Gordan, Dr. $3.00 14-4ng-00
268518 19598 T oral maxillofacial mrgery CetS60100:1170-6, 4 Bergland, Dr. $3.00 14-4ng-00
268515 19598 T oral maxillofacial mrgery Ot S60107:1158-65 Bergland, Dr. $3.00 14-4ng-00
268514 19599 T oral maxillofacial srgery Fan 57060 667-71, di Bergland, Dr. $3.00 14-4ng-00
Total Itemis For MAUHYA: 4 Total Charges: $12.00

Once the Invoice is printed for an item, the Invoice Number is available on the Library Billing
Grid, in the Invoice column.

HTML Invoice option for Electronic Billing

At the time Library Invoices are printed each month, you can opt to save a copy of each Invoice
as an HTML file. These HTML versions of the Library Invoice can be forwarded as an email
attachment to Libraries you wish to bill electronically. To save an HTML version of an Invoice
run, check the Also save each Invoice as an HTML file checkbox on the Lend Reports form
after choosing the Invoice Report. Invoices printed, or reprinted, from the Library Billing Grid will
also provide a prompt for this save.



1enever Inveice Print is chosen, either at
he Billing, EFTS Menu or from the drop-

down list, the(HTML checkbox appears.
r

¥ Lend Reports

Primt Imwoices

PrintTo: |Print Preview =]
Copies: |1 ]
Begin Date: |Pe< 0155!3('2 -]
End Date: |Dec 31,2002 |

@Eﬂlsn save each Invoice as an HTML file.

Check This Box if you wart to 2ave 5 copy of each Invaice in HTMWL
format, in the 'Export folder under the database location, with a
filename like Liny1 254 htm far email attachments.

Print Mowi Exit
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If this box is checked, a copy of each invoice will be saved in the Export folder that always exists

just beneath the location of the QuickDOC.MDB

database. All Library Invoice HTML files will

be in the format Linv#### (where #### is the actual four-digit invoice number), e.g., LInv1234.

Since these files aren’t created during Print Preview, it will be necessary to print at least one copy

of the invoice in order to have the file generated.

Once the files are made, you can use the

printouts to identify the files to send as email attachments. They will all be together in the Export

folder:
xport folder under OD[QuickDOC\Export J  £—]Will be just beneath the QD DB location| hd
| The Export Mame - I Siee | Type I
D & folder is the Z] Bibs bt 85KE  Tewt Document
mﬁ default for most 2] Barowed bt JEEE  Teut Document
Expﬂrt AD exports Z] Borowers. bt 52KB  Text Document
Depts. tat 11 KB Teut Document
Linv0002.htm LEillirg. k=t 15 KE  Text Document
HTHM File E Lendltems. bt 188 KB Test Document
Madified: 24242003 250 PH LibGrps.tat TEB  Text Document
FIKE  Text Document
Afributes: [nomal) = 4KB  HTM File
AKBE  Text Document
—— L2 I72KBE  Test Document
’i.:‘é'._':_;_:"_..‘.";:.".l'.”."" e 1KEE  Test Document
=TI [Preview| (2] Patons.tat 154 KB Test Document
P @ GuickDOC.MDE 5216 KB Microzoft Acces...
e mteanm E Titles. txt A5 KB Test Document
:__“,_.,_.,,_ ) :...... | Library Inveices all begin Liny
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These HTML Invoice files will be deleted when an Invoice is deleted, and also when an
Invoice is paid, but it will be useful to clean these files out from time to time to prevent clutter. If
you delete an HTML Invoice file that you later want to resend, you can recreate it by running a
Reprint of the original Invoice.

HTML Invoices are quite similar to printed Invoices and will be displayed in whatever might be
the default Browser of whoever clicks on the file icon. Displayed in Internet Explorer it looks as
follows:

The HTML Invoice looks similar to the IHVOICE
printed version, but with a real email
link and somewhat more white space’

01-Aug-02 to 03-Feb-03

3-Feb-2003 Invoice Number: MA Page 1

Terms: NET 30
Tel: 617 GAT-42423

Make Check Payable To: Agoos Medical Library
Beth Israel Deaconess Iedical Center

Agoos Medical Library Faw 617 .667-7197
330 Brookline Ave. asﬂvet{ﬁ)caree:roup.ha.ward.edu)
Boston, LA 02015

Cost Center: 108266
Include copy of Invoice or Inv No. with payment

Dana-Farber Cancer Institute

Baruj Benacerrafl'ibrary There are no page hreaks in an HTML Invoice,
44 Bmey Street since the recipient can scroll down to check,
1 hisi | il k | k
Boston, 02115-6084 :::("rl;:t;:a':s.)ruwser will make page breaks
|The title, Citation and Patron fields are a hit more truncated in HTML.l Invoice Total: $3.00
Res No. Year Title T giiaion " Patron Charge Date Filled
2920094 2001 T gerontological nuarsing Hep, 27(W)38-46 Spair, Da $3.00 06-Dec-02

HTML Invoice files are also saved when printing or reprinting Invoices from the Library Billing
Grid, below.

Create Invoice By Library

The Create Invoice By Library button creates a list of items for the Borrower selected that
qualify for Invoicing during the period from the Beginning Date to the End Date selected. Here's
the list for MAUCOM (I changed their EFTS value to 'No' so they would qualify for Invoices)
created for the 01-Sep-00 to 30-Sep-00 period:
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[ Billing Items ]

Search By Search By | Show EFTS Create Search By

Borr, Date & | Library Upload | Irvoice By Status of Search By i % a;g> <;
Regh LIBID, It Lik = t Invaice Mo Frint
eqho { ) BMS ibrary erues Ceovh Bybates Imoite  ToPmis et

Search ltems By Containing j ICOM 3 Recordis) refrieved :

Borrower Uze 7 Az WildCard For Any Single Letter or Number
First Field is Request Number. May Be Up To 14 Characters = Billing Grid W'Defaﬁﬂ i:élptufes only ﬁemsm" o
Long. Must Be Unique in Database. 5 ’ Charges Attached. Press -=F2=- l;ur Duuhle Cllckj Ti

ave Edit Field. G i

Changes

B (] He Read 0 pice P (], Wil h g onta g CO

- ReqNo Borrower Year |Title Chrg |Type EFTS |Acted Paid On |Status Delivery | Rush [So
_i|%* 493352 MAUCOM ;I 1998 |J neurology, ni|$3.00 |Journal| No [9/5/2000 Filled Mail No |DC
o T 573413 MAUCOM 2000 |Ann rheumatic|$3.00 |Journal| No [9/12/2000 Filled Mail No |DC
o +F §81055 MAUCOM {1991 Thorax $3.00 |Journal| No |9/21/2000 Filled Mail No |DC

Notice that the 'Print' Button above the 'Records Retrieved' panel now says 'Print Invoice' rather
then 'Print Recs'. If you click this button, an Invoice for these items, for this Borrower, will be
printed, using the last Printer you specified when printing an Invoice Run, and in the number
of copies specified then, as well.

Before the invoice is printed, you are asked whether you also want an HTML Invoice file saved.
This question will appear before each print or reprint; just press N to dismiss it without saving as
HTML, or Enter to save a copy. Unused copies won'’t hurt anything, but will require cleaning out
that Export folder from time to time. At some point | hope to have some general profile for
suppressing this box for those who will never print an HTML Invoice, but for now just press N
here and keep the HTML checkbox unchecked in the batch Invoice prints.

Reprint an Invoice

You can Reprint a single Invoice for any invoice listed in the Invoice Column on the Library
Billing Grid by clicking once on the Invoice cell to be reprinted, then clicking the 'Reprint’
Button.

[E Billing Items

3 ffﬁﬁ

Cuntamlng HLO

Field is Imvoice Associated With This Request. Field is NOT
Editable here in Grid. f awvalue is present, Click 'Reprint’ to Print
a Copy, "'To Pmnts’ to Pay. May Also Show EFTS Upload File

mauHLO [=] 1999 Psychosomati . Journal 9/11/00
| 593236 | MAUHLO =1 1983 [Annu rev nursi| $3.00 |Journal 9/13/00

’f
_ Click here to reprint. MAUHLO 0025

Invoices reprinted in this way will be printed, using the last Printer you specified when printing an
Invoice Run, and in the number of copies specified at that time. The Reprint will include all items
with that Invoice Number in the Invoice column and will re-calculate the Invoice Total as it prints,
so that, if you delete an item, and then reprint that Invoice, the Invoice will include the original
invoice total at the top, but a revised total at the bottom.

On Invoices Reprinted from the Library Billing Grid, you are asked before each Invoice is printed
whether you also want an HTML Invoice file saved:
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Save az File?

This question will appear before each print or reprint; just press N to dismiss it without saving as
HTML, or Enter to save a copy.

Rather than deleting items included in an Invoice and then reprinting, it's best to create a new
invoice, if the original hasn't already been sent, or add an adjustment (a payment) equal to the
charge for the item you don't want to include, since payments are factored in when an invoice is
reprinted.

Payments made on an Invoice are subtracted from the Invoice Total at the top, and are
also noted as Payments at the bottom of the Charge column, along with both the original
and revised Invoice Totals.

List of Invoices Outstanding

The Billing, EFTS Menu Bar choice also includes a Report of Library Invoices Outstanding. This
report includes all invoices generated during the period specified that have not been paid, or have
received only partial payment.

Report of Invoices issued within

the elected date hich no List of Invoices Outstanding
payment, or unly(i)artial payrne@ h—_————{DI-Dec-DE ta 31-Dec-02:) =

has been received.

27-Jan-2003 Beih Israel Deaconess Medical Ceniter—¢Q]-Dec-02 to 31-Dec-02) Page 1
Tav & Invaise Date Iavaice No. Ty Total FPaid Faid Date Balance

1 10-Dec-02 EFTS-BETO211 txt $3.00 ($1.00) 22-Tan-03 $2.00
Totals for 10-Dec-02: 1 $3.00 $1.00 Balance: $2.00
TOTAL INVOICES: 1 TOTAL INVOICED: $3.00 PAID: $1.00 Balance: $2.00

This list can be used to reprint a second notice for selected invoices. A more automated process
for generating second notices is still planned for some time in the future.

Deleting an Invoice - Library Billing Grid

If you click once in the Invoice column of the Library Billing Grid, the To Pmts button will appear
just above the Grid. Use this button both to delete (or post) payments and to delete the Invoice
listed in the Locallnvoice column. If there is a payment posted to the Invoice, you must first
delete the payment before deleting the Invoice.

The Payment Information Form for an the Invoice specified in that Invoice cell will appear when
you click the To Pmts button. If there has already been a payment on this Invoice you must first
delete the Payment by clicking the Delete Payment button. This will produce the usual
Message Box asking if you are sure. Click Ok.

When you click Ok, the payment is deleted and the affected items in the Grid are returned to
Invoiced status. We’re now ready to delete the Invoice. Click back into an Invoice cell that
contains the Invoice we want to delete. Then click To Pmts again. The Payments Form
reappears.

If the Delete Button still reads “Delete Payment,” click once on the Invoice Number Combo Box.
The button will change to “Delete Invoice” and will be enabled. After you click the Delete Invoice
Button, you'll get the “Are You Sure?” Message Box. Click Ok to delete the Invoice.
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After you click Ok, the Invoice will be deleted from the Invoices Table, all items in the Grid for that
Invoice will be reset back to Filled, and the Invoice value will be blank.

Rerun a batch of Invoices

You can Rerun a batch of Invoices just printed by using the Global Change function on the
Status column to reset all the invoiced items back to Filled. This process will also remove each
item from the Invoices Table (tblinvoices) and delete each invoice when all of its items have
been deleted. The steps are illustrated below.

: Billing Items 1. Setthe By Dates to search to the dates of the Invoice run. | _ ||:||
Search By Search By |Show EFTS Create Search By Search By 3. Click Search to
jorr, Date & | Library Upload | Invoice By | Statusof o noh o i EEl g ffetrieve those items P
<EElE el e Ltz /EEQUESt Searsgr By Dates ﬁecs Emrwvard Exit
Search Status . 7 Bocnrdicy rotriowed
Equals Invmced/ﬁl l |N0w zearching 01-Mar-02 - 31 -Mar-DEW
E T .
2. Click the Search By Status of Request Ribbon Button and = 4. Change the Status of the top row hack to Filled
choose Equals Invoiced from the Combeo Box above. . ni click Save Changes. You'll notice that item now
Save has a blank Invoice field; the charge for that item
Chanaes has been deleted in the Invoices Table.

All Billing Ite By Borrowe a 5. Click Status headep for Global Change. |l
r Borrower |Year |Title Chrg |Type EFTS |Acted Paid On |Status JI‘=’Deli|nler].|r Rush |Source |[lmvoice
d|= cauvc ;| 2001 |.J pediatric enc|$10.00 |Journal| No |3/13/2002 Filled ;Il'ulail No |DOCLINE
| cAuvC *12002 |J pediatric enc|$10.00 Journal| No |3/13/2002 Invoiced | Mail No |DOCLINE |CAUVCF 0
[|¥ cauvc 11996 |Leukemia $10.00 |Journal| No |3/18/2002 Invoiced  |Mail No |DOCLINE [CAUNVCF O
|¥ cauvc *|2001 |Am J medical |$10.00 Journal| No |3/18/2002 Invoiced | Mail No |DOCLINE |CAUVCF 0
/¥ cauvc =|2002 |Am J mental r:|$10.00 | Journal| No |3/28/2002 Invoiced |Fax No |DOCLINE [CAUNVCF O
1 Set the Dates to the same dates for which the batch of invoices was run.
2 Click the Search By Status Ribbon Button and choose Equals Invoiced.
3. Click Search to retrieve those items.
4 Change the Status of the top row from Invoiced to Filled and click Save Changes.
This step will also remove the charge for that item from the Invoice Record in
tblinvoices.

5. Click the header on the Status Column to get the Header Context Menu.

er, Status
Paid On 36U Nalnvere | Rush 1S
Fillad trs [3lobalChange

m B Show Al Grid Cols

1 %l Sortdzcending

. il SortDezcending

Imvoic

CAUW(
CALWK

CAU(
6. Click Global Change. This will select all the items in that column for change.

7. Click Ok at the message about changing to F (F is the code for Filled).
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Global Column Change of ¥alues To Match T -

Ready To Change All Statuz Walues In This Colurmn To
tatch The Walue In The Top Row. [Current Top Fow alue is F).

&l alues Will Be Changed To F. ARE 0L SURE?

Cancel |

end §10.00 [ Journal| No [3/T3/Z002 |
Elicking Ok, abowe, will change all

alues inthe highlighted column to
illed. Invoices will he deleted, also.

fal 1, $10.00 |Journal| No [372872002 |

cal

8. Status will be changed back to Filled for all; Invoices will be deleted from tblinvoices
once all the Invoices items have been reset back to Filled; the Invoice column will be
cleared; and these items will now be eligible for a new Invoice run on the Billing,

EFTS menu.
= Selected Records Have Eeen Changed ToF. ;
Save i L
Chanoes
By Borrowe 7 fter Glohal Change completed.
Acted Paid On [Status Delvery | Rush |Source |Imvoice
31372002 Filled j Mail No |DOCLINE
3132002 Filled Mail No |DOCLINE
31872002 Filled Mail No |DOCLINE
3182002 Filled Mail No |DOCLINE
37282002 Filled Fax No |DOCLINE

Adding an Invoice Processing Charge to each Invoice

Our library director has decided to institute a fee for invoicing (in order to encourge use of EFTS instead).
How do | add a $5.00 processing fee onto the invoice in QuickDOC?

One approach might be to create a special Lend Item for the processing fee and add it to the
Lend Item Backfile for each library to be so charged with Received and Processed Dates of the
last day of the Invoice period. Use the Add Lend Item form to create the item:
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= Add Lend Item x|

Adding an Invoice Processing Fee
record in this format on the last

. [mauvBDINV1ZOZ2 Borrower:  [MAUVED day of the month invoiced will
Request Humber: cause this charge to appear at the

i Thees end of the items= list. The Request
Year: I P IMO"OQWP" :I' Number is the LIBID + NV + Month +
two-digit year, which creates a

Jml &eanch | I1SSH: _ (it [Feibut IOrigillal 'I unique number. Type Monograph

allows the use of the title field to

: 2. [Invoice processing fee Status: IFiIIed vI describe the fee, and Source Other
Mot miTido] THie: I can be used to identify these

Del Method: I " j items in order to subtract from
Charge: % |5.I]l] Mail M REAL ttems in Compute Totals to
5 . get an accurate count.
Max Cost: § |5.I]l] ource: IOther VI

cmgnlEven though only 'icing’ shows, the Izs fielkd contains "Chg for invoicing’ to appear on Invoice | Print Copy? [~

Chapl 'I.I'ull I:;sli':i"g rtame I Patrnn:l Add Record |
Start Pg | .- End Pg | Author: | Inv Hu.l
I - - N - 1
EFTS Request: Rush? |Last day of invoicing period in both boxes | Exit
auest:[ Rush? [ g e Date Processed Date Paid —l
IFM Request: [~

Copyright-cc|6 ™| |Dec 31,2002 | [pec 31,2002 - | | ——_—_~| clearForm |

Enter Date Request Was Filled or Rejected.
Function Keys: <F3»> = Today <F4> = Open Calendar <F5> = Clear

Use a Request Number in the format LIBID + INV + Month + two-digit year, so that the record
number will be unique. Using the Monograph Type allows for using a dedicated phrase for the
title, such as Invoice processing fee, as above. Typing Chg for invoicing in the Issue field will
cause it to be printed in parentheses on the invoice line. Finally, if all these items are charged to
a Source, such as Other, that is not used for anything else, then these ersatz items can easily be
deducted from real loans in Compute Totals to arrive at actual ILL documents delivered to
Borrowers.

Once the item has been added, it will show up in the Library Billing Grid as follows:

- ReqNo Borrower Year |Title Chrg |Type |EFTS |Acted Paid On Status [Deli | Ru |Source

J‘#‘ 5497207 |MAUVBD L|1994 J Am Geriatrii $3.00 [Journ:| Yes |1/10/2002|2/28/2002 |Paid |Mail |No |DOCLINE

_I‘#‘ 6061696 |MAUVBED _~|1998 Jobstetric, g $3.00 [Journ:| Yes |2/27/2002|3/19/2002 Paid |Mail |[No DOCLINE

_|4'l" 6061907 |MAUVBD _~|1996 |Jacquiredim|$3.00 [Journ:| Yes |2/27/2002|3/19/2002 |Paid |Mail |[No |DOCLINE

_|4'l" 6563962 MAUVBD _~|1999 Oncology nur | $3.00 |Journ:| Yes |4/12/2002 5/21/2002 |Paid |Mail No [DOCLINE

_|4=’ 8068579 |MAUVBD _*|1994 |Jbiological ¢l|$3.00 [Journ:| No |9/10/2002 Filled |Mail [No |DOCLINE
_|4’= 8357088 |MAUVBD _~|2000 |Jcell biology $3.00 |Journmi| Yes |10/8/2002 12/10/2002|Paid |Mail | No (DOCLINE
AT MAUVEDIN MAUVED Imvoice proce |$5.00 Monog| No [12/31/200 Filled [Mail | No (Other
MAMDIW1202EQNO Citation _ Article Authaor Copyright :i:::?;';:‘giﬁ:r;%':;l:?s in
' H— (Chg fDrIn\tClll:Ilng). S indicated above and left.

and on the invoice:
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Include copy of voice or Inov MNo. with payment
EDITH N FOGEES MEMOERTAT, VA HOSPTTAT.
MEDICAL LIBRARTY ILL 142D

200 SPRINGD ROAD Invoice Prnces_su'ng Fge appears at the
end of the Invoice as illustrated below
EBEEDFORD, WA Q1730 /
Reg Na. Year Tule Citafion FPawon Charge Date Filled
BOSELTY 19594 Thinlogical chemnistyy Sep 232A9(38)1:23471 Parthibha $3.00 10-Sep-02
MATTVEDINY1202 Invaoice processing fee [Chg for mvoiring): $5.00 31-Dec-02
Total Itemis For MAUVED: 2 Total Charges: $£.00

It might also be smart to include an insert describing the reason for the charge, and the method
by which it could be averted (EFTS or IFM, etc.).

Fixing Library Charges Before Invoice Printing

The situation: T am encountering a problem regarding the fee that our library charges for ILLs. We charge $5.50 for
interlibrary loan requests from other libraries, whether we send them via surface mail or fax.

I have specified this fee on our library's setup form on QuickDOC and have selected it as the default charge profile.

When I preview invoices or just view a listing of the items we have sent, QuickDOC lists our charges as $9.00 and
$12.00 (fees listed in the NLM profile). How can I change this?

You should have a Library Charge Profile that represents that charge schedule (named
something like 5.5Lib, and showing a Charge for Borrow of 5.50, Charge for Loan of 5.50 and
everything else at 0). You can set this up by adding that profile under Setup on the Menu Bar,
Edit Library Charge Profiles. Just type in the new name (5.5Lib) and add the values.

Once the profile exists, click Setup and then Setup Form, and choose the 5.5Lib profile from the
dropdown box. This will make 5.50 your default charge FOR NEW LIBRARIES being created.

For those already created, though, with a different charge profile on the Charges Tab, you will
have to make the change on each.

The best way to do this is on the fly. Watch the CHRG column on any new Receipt or Borrow. If
you see one that says 9.00 or 12.00, and which should be 5.50, you'll know that this is one that
hasn't been changed. Click on the LIBID cell for that row; this will expose a 'To Libs' button on
the upper right. Click 'To Libs' and then the Charges Tab on the Library record. Change the
charge profile to 5.5Lib and click Ok. This will set it up properly for the future.

We're now back on the Grid. Double-click on the 9.00 or 12.00 CHRG and change it manually to
5.50. You can also search for that LIBID and change any older ones also, as long as they
haven't already been invoiced or paid.

Repeat for the next Library that needs to be updated.

Changing Library Charge after Invoice or EFTS Upload not allowed

Once an invoice is printed, or an EFTS Upload File has been created for a Library, you'll get an
error message (“Change $ not allowed here! First change back to Filled”) if you try to change
the charge field. In the case below, we tried to change the $10.00 charge to $11.00:
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1 Recordis) retrieved

Save e i R 3
Changes : e s [] Exclude Mot Filled I

All Lend items - By Status
Chrg |[Type [Form (EFTS |Recd Acted Status [Deli | Ru [Sourc
|| $10.0¢/ Journi|Copy | No [4/8:2002 [4/82002 [Invoice|Mail | No [DOCLI

The same will occur if the Status were Uploaded to EFTS. To reset the charge (assuming you
haven't already sent out the Invoice), go to the Library Billing Grid (if you're not already there),
Delete the Invoice (see above), change the charge and re-run the Invoice for that Library.

Show ALL Items in the Library Billing Grid

In the Library Billing Grid, No Charge (0.00) Iltems are usually excluded in the records retrieved.
Items must have a charge assigned in order to appear in the Grid. In some cases, though, you
may want to see ALL of a Library’s items for a certain period, to be sure that all items for which a
charge should apply were actually charged as specified.

You can cause the Library Billing Grid to show FREE items as well as charged items by
checking the Also Show 0.00 Items checkbox.

Billing Items

=0l

ik E%t @ <;

Search By Dates Recs To Pmits Exit

j CoucoL 22 Recordish retrieved
Lize 7 As WildCard For Any Single Letter or Number

<t Field is Request Number. May ::fnc:i::';i::i'::“ ':E'::;':'t’l':;ste“ :Il"m ALL ot [Billing Grid by Default captures only items with
ng. Must Be Unique in Database. o rges Attached (uriless 0.00 checkboxis =~

fat 0.00. Sorting by Chrg puts_ 0.00 at the : 3 :
op. Use this to check for ite where checkedl: : "EFz}'!orEmlglg_grl]lg\,k\;]uTguEﬁgrﬁ?

harge might not have been set.

Search By Search By Show EFTS Create Search By Search By
iorr, Date & | Librany Upload | Invaice By | Statusof | o0 oh 0
ReqMo (LBID)  ltems | Libray | Request '

Search Libraries

'Containing

Billing Ite ontaining COUCO
ReqNo Borrower Year |Title %lc Type |EFTS| IFM |Acted Paid On |Status Delivery | F-

4|7 05185227 |COUCOL ;I 1998 |Oxford textbo $I].I]l]r Monogr | Yes | No |3/7/2002 Filled Mail

J*’ 5393649 COUCOL 1996 |Seminars inp $8.00 |Journal| Yes | No |1/2/2002 Uploaded Mail

J*’ 5480720 COUCOL _x|1998 Biology of neol |$8.00 |Journal| Yes | No |1/10/2002 Uploaded Mail

J*“ 5480918 COUCOL 2001 |Int J pediatric |$8.00 |Journal Yes | Mo |1/10/2002 Uploaded Mail 2

The same search, run with the checkbox unchecked, would have retrieved only 21 items for
COUCOL.

Invoice Troubleshooting

The box at the top, where the Return Address, etc., should be, is empty.

First check under 'Setup' and 'Billing Setup' on the Menu Bar, to be sure you have values
entered for the return address, etc. If these values are there (and they appear in Print Preview
but not on the actual printout), then the missing Invoice return address values are probably the
result of a layering mismatch when your printer prints the page. This seems to work for HP
printers with the problem, and may wprk with others:
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1. Click Start, then Settings, then Printers on the Win9x desktop.
2. Right-click your default printer and choose 'Properties’'.
3. Click the 'Graphics' Tab to show the Graphics info form.

In the box at the bottom you have a choice of ‘Graphics Mode' with two option buttons: Raster
Graphics and Vector Graphics. The 'What's This?' help for Vector Graphics reads:

Controls how the printing information is rendered by your printer. Using Vector Graphics can
significantly increase printing speed. However, if you have problems, such as incorrect
overlaying, trying choosing Raster Graphics.

[Italics added.] "Incorrect overlaying..." sounds about right. When we changed from Vector
Graphics to Raster Graphics on our HP5, the address and other data miraculously appeared.

If all else fails, though, simply check the Suppress Invoice Box checkbox on the Billing Setup
form.

Suppress InvoiceBox [v

It's easy enough to sacrifice the fancy box, if it obscures what lies within. Once you’ve registered
this choice, the Invoice will be printed without the surrounding box.

Payments

Payments can be made using a variety of Payment Methods and Payment Types.

Payment Methods

These appear in a Dropdown Combo Box on the Payment Information Form, and include the
usual methods of payment: Check, Credit, Cash, AMEX, Visa, MasterCard, EFTS, IFM, Transfer
and others.

The Payment Methods Table is crucial to much of the database work, so please don’t discard this
Table (it has happened once or twice in the past). As with any necessary table, the absence of
this table will interfere with normal QuickDOC processing. If you have to re-create the
tbIPmtMethods Table, the default values are as follows:

1. AMEX

2. Cash

3. Check

4. Credit (non-cash credit for an item---usually a result of a matching Borrow)
5. EFTS

6. IFM

7. Invoice

8. MasterCard
9. Other

10. Transfer
11. Visa

12. Deposit Acct.
13. Request (by Request Number)
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Payment Types

These include:

1.
2.

o o~ w

Invoice

Credit (non-cash credit to a Library---better to use a “Free ltems Before Charge” type
Profile)

Deposit Acct

EFTS

Other

Request (by Request Number)

Payments of all types may be made using the Billing, EFTS Menu Bar choice, Payments.

| ]
r
=

I

|_"-_ Fayments

Payments By Invoice Number

From the Billing, EFTS Menu

This is the default when arriving for Payments from the Billing, EFTS Menu. All unpaid Invoices
(along with choices for Deposit Account and Credit) are listed in the Invoice Number
Dropdown Combo Box.
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=¥ Payment Information

ek
fob 12,2001 3

Enter Invoice Humber or EFTS Upload File to be paid. Choose From the DropDown
List.

AR eEon

If you start typing in the Invoice Number Combo Box (and type at the rate of about a letter every
.5 second or so), the box will open up at the sixth letter typed to the spot on the Invoice List
where that Library's invoices begin (or close to it). Choosing the invoice and moving to the next
field (either by pressing ENTER or clicking on it) automatically fills in most of the form: the
Payment Library, the Payment Amount (as a default equal to either the Invoice Total or the
Invoice Total less any previous payments, if there were any), the Payment Date (today) and a
default for Payment Method (Check). Any of these can be changed, as needed.

From the Invoice Column on the Library Billing Grid

You can also pay an Invoice from the Library Billing Grid, by clicking on the Invoice to pay in
the Grid's Invoice column and then the 'To Pmts' button, but paying from the Billing, EFTS
menu might be a bit faster, since the various Grid values don't have to be re-calculated and
displayed after the payment is registered.

EFTS Payments

All EFTS Uploads not yet paid are listed in the Invoice Combo Box of the Add Payment
Form. Payments are made on these in the same fashion as payments on Invoices.

If the_payment from EFTS is less than the amount projected in the Upload File, perhaps
because a Borrowing Library no longer has an account, do the following:

1. Search in the Library Billing Grid, By Library, for that non-EFTS Library with Begin
and End Dates the same as those of the EFTS Upload being reconciled. Edit that
Library's activity in the Library Billing Grid from Uploaded back to Filled (you can do
this by editing the top column back to F from Uploaded and then clicking the column
header to globally change every cell in the column below to Filled). Always do this
for ALL non-EFTS Libraries BEFORE registering the EFTS Payment. This will
also decrease the EFTS Payment expected by a like amount.
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2. Print an Invoice for the Library, when you've reset the items back to filled, by clicking
the 'Create Invoice By Library' Ribbon Button and then the 'Search’ button. This
will gather the qualifying records and clicking 'Print Invoice' will send them to the
printer using the last settings you used when printing Invoices.

3. Once all non-reimbursing EFTS items have been edited, and proper invoices printed
for those libraries, register the EFTS payment as usual on the Payments Form, either
by exiting the Grid and choosing 'Payments' from the Billing, EFTS Menu or by
clicking in the Invoice column at the far right on the Library Billing Grid where the
value is the name of the EFTS Upload file you want to pay. Once there, click "To
Pmts' to get to the Payments Form.

This method will ensure that payments from that EFTS check, when it is finally registered on the
Payments Form, will then be directed to the proper EFTS items in the list.

EFTS Credits are created to balance charges previously subtracted in error from a Borrower's
EFTS account. The original item will still be carried as Paid, at the charge first uploaded; the
EFTS Credit Item is a separate item in the Lend Iltems file, with a negative charge to match the
amount credited. Once it is uploaded with the next EFTS Upload, it will be "paid" along with the
other items in the check received as a result. See the EFTS Add Credit Form for more
information.

Partial Payments on Invoices

Partial payments are filed with the Invoice, but the invoice is left open for future activity.

Partial payments are reflected in item activity up to the last full payment for each item. If there
isn't enough left over to fully pay the item, it's left marked as "Invoiced" rather than "Paid"
although the full payment amount is applied to the Invoice itself. In the following example, Invoice
MAUHLO 0021 has had a payment of $25.00 applied to the full Invoice Total of $37.00.
Searching the Invoice Number on the Library Billing Grid gives this presentation:

il

Cnntalnmg

Associated With This Request. Field is NOT
Grid. i avalue is present, Click 'Reprint’ to Print
nis’ to Pay. May Also Show EFTS Upload File

Billing tems With Imvoice Containing 0021

Iil_lil—l—l_lil—l—l_lil_

MAUHLO [ 1999 [Cell. $3.00 |Journal 15-Nov-00 Imvoice: |Mail |DOCLINE MAUI
MAUHLO {1999 Cell. $11.00 | Journal| No |15-Nowv-00 Invoice: Mail |DOCLINE MAUI
MAUHLO =] 1999 [Cell. $11.00 |Journal| No |15-Nov-00 |12-Feb-(|Paid  |Mail [DOCLINE MALI
MAUHLO [=|1999 [Cell. $3.00 Journal| No |15-Nowv-00 12-Feb-1Paid |Mail [DOCLINE MALI
MAUHLO {1999 |Cell. $3.00 |Journal| No |15-Now-00 [12-Feb-{ Paid |Mail |DOCLINE mUHLO 0021
MAUHLO =|1999 Aging & mentz| $3.00 |Journal| No |15-Nov-00 12-Feb-|Paid | Mail [DOCLINE MAUI
MAUHLO [=]1999 |Aging & mentz| $3.00 |Journal| No |15.Nov-00 |12-Feb-||Paid |Mail |DOCLINE MAUI

Notice that the payment amount of $25.00 was applied to each request until the charge for the
request was greater than the amount left over from the payment (the requests will be marked paid
in chronological order, but since these were all on the same day it doesn't matter). The $11.00
charge in the second row exceeded the $2.00 left from the $25.00 payment after the bottom five
rows were marked. Since this $2.00 credit remains with the Invoice, it will be fully paid with
another payment of $12.00 (even though it looks like they owe $14.00, from the display above).
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An easy way to check this would be to click the 'Reprint Invoice' button, which will result in a
reprint of all seven items, but with the Invoice Total: $12.00 at the top (rather than the original
$37.00) and at the end, rather than the usual "Total Charges: $37.00" that completes a first
invoice, there will be three lines at the end of a Reprint with payments applied:

Total Charges: $37.00
Amount Paid: $25.00
Amount Due: $12.00

The Reprint Invoice button can be used in this way to fire off a quick reminder of an
underpayment, as well as a second notice when there is no payment at all.

When the final payment is received and the Payment form brought up again to that invoice
number, information from the first payment will reappear:

X Payment Information

MAUHLO 0021 =

FEm o
Check

MAUHLO Feb 12, 2001 |_

1st payment 0021

Enter Amount Paid. Must be greater than 0.  Numbers Onlyl [Use the "Credit’
Payment Method if no actual payment was received.]

A0 e

The Payment Note shows the note left with the first payment, for information only, and will be
changed when filing this second payment. The 'Add Record' button will be enabled once the
suggested "12.00" payment amount is accepted (by pressing ENTER or moving to another field)
or some other value is entered instead.

Delete Payment made to Invoice

If a previous payment is shown on the Payment Form, it can be deleted and then re-entered by
clicking the 'Delete Payment' button. If more than one payment has been applied to this invoice,
the last payment applied is the one queued up for deleting. In the case of the form above, where
we're poised to add the final 12.00 payment, clicking 'Delete Payment' brings the previous
payment up for possible deletion. Check the Message Box information carefully to be sure the
proper payment is being deleted (although it's easy enough to add it back in again if you make a
mistake):
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Deleting Payment Humber: Pmt000049

k] cocel |

It's the previous $25.00 payment, in the case above, that has been queued up for deletion. When
a payment is deleted, the Invoice is restored to its previous values, and any requests that had
been marked "Paid" are reset back to "Invoiced."

Payments By Deposit Account

Use the 'Deposit Account' choice in the Invoices Dropdown Combo Box on the Payments form
to register a payment as a Deposit Account payment. Right after the payment is added,
QuickDOC performs a search to see if there any outstanding items still marked as Filled that
might be paid from this deposit. It won't alter any items that have already been changed to
"Invoiced" or "Uploaded to EFTS" but it will go ahead and pay off any non-uploaded Filled
Requests, even if their EFTS flag is set to Yes. This makes the assumption that, even if the
Library is an EFTS customer, it makes sense to first debit the Deposit Account before returning to
payments made from EFTS Upload events. A bird in the hand, etc.

Items paid from Deposit Accounts are available for searching via the Invoices column of
the Library Billing Grid, since notations are made there when items are deducted from a Deposit
Account, referencing the Deposit Account number. A search on this field is a quick way to get a
list and printout of any items charged to specific Deposit Account:

TE Billing Items <earching for Items assigned to a Deposit Account.

otal # of items charged to this Dep Acct
Mumber (Dep000054) sofar{12) are in the
Box above, and are shown in Grid, below.

irst Field is Request Number. May Be Up To 14 Characters
ong. Must Be Unique in Database.

[ MAUCOM (=] 1996 J allergy clinic| $3.00 |Journal| Yes |18-Nov-98 |12-Feb-( Paid |Mail DOCLINE Dep000054
[ | MAUCOM [ 1997 |Arch Pediatric| $3.00 |Journal| Yes |18-Nov-98 12-Feb-(|Paid  |Mail |DOCLINE Dep000054
. | maucom [ 1993 |Thorax. $3.00 Journal| Yes 20-Nov-98 |12-Feb-({|Paid | Mail DOCLINE Dep000054
| | maucom [=] 1991 |J Am Acadenn| $3.00 |Journal| Yes |04-Dec-98 |12-Feb-(|Paid  |Mail Mor ¢ Dep000054
__| MAUCOM 11993 |J Consulting C| $3.00 |Journal| Yes |16-Dec-98 |12-Feb-I|Paid  Mail [ LINE Dep000054

There is also a table of Deposit Account activity (tbiIDeposits), with individual line items for
each activity item.

Deposit Account Automatic Payment of Items begins within the year.

After the Deposit Acct payment is registered, unpaid Filled requests are paid from the Deposit
Account payment beginning either six months prior to Today's Date, or at the beginning of
the current year, whichever is greater. This is to prevent this year's Deposit Account payment
from being applied to a superannuated request that might have been left at Filled some years
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previously. You can cause earlier requests to be paid from the Deposit Account by marking them
as Paid in the Library Billing Grid. Items changed to Paid on the Grid are always first checked
against a Deposit or Credit Account balance and assigned to that payment if possible.

Delete or Adjust Deposit Account Payment.

If a mistake is made when entering a Deposit Account payment, you can delete or adjust the
deposit payment itself (rather than each item assigned to the account) as follows:

=4 Payment Information

Deposit Acct payment
umber

Dep000120

Fam  Featomream
check

MAUCOM Mar 03, 2001 |_

Deposit acct check for 58.00

Changing the Payment Amount here from itz onginal $58.00 to a new value will
change the Payment Amount registered in the system.

Credit00012
Credit00012
Credit00012
Credit00012

1. Get to the Payments Form either from the Library Billing Grid or Billing, EFTS Menu.
2. Uncheck the 'Payment by Request No., Deposit or Credit Acct’ box, if it's checked.

Enter the Deposit Account payment number (usually something like Dep000123) in the
box to the left and press ENTER.

4. Either edit the '"Amount This Payment' box, or click '‘Delete Payment' to begin again.

Deleting and re-entering is probably the preferred method, in which case all the values of the
payment will be new. If you choose to edit the payment amount, only that value will change in the
payment record. In both cases, any rollbacks or additions to items paid will be performed on
requests affected.

Payments By Credit

The Credit payment is another choice available in the Invoices Combo Box. It's usually used as
a way to input a reduction in charge, usually as a result of a reciprocal agreement, where the cost
of items we've borrowed from you are used to adjust our charge for items we've loaned to you. It
can be used as an unofficial Deposit Account where, for example, a Borrowing Library can be
assigned $200 worth of free items at the beginning of the year. Then, as items are provided to
this library, the charge normally applied is instead deducted from the January credit total. When
the credit total is used up, items begin showing up as candidates for either Invoices or EFTS
uploads.

There's no line item table for these events---although there is a tbICredits that keeps just the
running total. These are paired off with matching items that can thereby be marked as Paid as
they occur. On the Library Billing Grid, the Invoice column for these items will have a notation of
"Credit" plus the Library name.
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Items are deducted from the Credits Table only if there's enough in there for that library to cover
the total charge of the request. As with Deposit Accounts, requests paid from the Credits Table
are marked Paid automatically, at the time they're updated as filled on DOCLINE, using the
Charge that was filed with the request when it was Received. It will be a good idea to make sure
that these charges are the correct ones, although incorrect charges can be changed at any time
(if a charge is changed on any Grid for an item that has been marked as Paid from a Credit
account, that change will be percolated back into the Credits Table---and Deposits Table for
Deposit Accounts---at the time the change is recorded).

If the remainder in the Credit Table is less than the cost of the item, it just sits there, waiting for
an item it can cover, and the uncovered item remains marked "Filled" and is a candidate for the
next Invoice run or EFTS upload.

If you choose Credit as the Payment Type from the dropdown box, also choose Credit from the
Payment Methods combo. This will be useful later for determining actual cash income (as
opposed to barter income) received as a result of Document Delivery activity.

It's not even necessary that there be a balance in the Credits Table for a Borrower to be assigned
a credit for a filled request. To assign an ad hoc credit for a request, you can either change the
cost to FREE or, to keep a notice that this was actually a credit for the Borrower, assign the credit
through the Library Billing Grid. First use the Library Billing Grid to get a list of items loaned to the
library that will receive the credit. Click on a row with the item to be credited in the Grid, and then
click the 'To Pmts' button on the upper right. This will bring up the Payments Form with the
Request information already filled in. Choose Payment Method "Credit" and the proper entries
will be made.

Credit Payments always start with current year items.

After the Credit payment is registered, unpaid Filled requests are paid from the Credit payment
starting at the beginning of the current year. This is to prevent this year's Credit payment
from being applied to an item from last year that might have been left at Filled for other reasons.
Credit payments are always assumed to be for the current year. You can cause earlier requests
to be paid from the Credit by marking them as Paid in the Library Billing Grid. Items changed to
Paid on the Grid are always first checked against a Credit or Deposit Account balance and
assigned to that payment if possible.

Credit Payment Type vs. Credit Payment Method

The Credit Payment Type appears in the Invoice Combo Box, along with Deposit Account, as a
choice along with the list of all unpaid Invoices and EFTS Upload files. The Credit Payment
Method appears in the Payment Methods Combo List.

If you enter an amount with the Credit Payment Type, it will be added to the total available for
the Library making the payment in the Credits Table. The Payment Method might be Check or
AMEX or Transfer or whatever (even Credit, although this choice will cause the inference that no
funds actually changed hands). If you use the Credit Payment Method with a Payment Type
other than Credit, the payment will be applied to the Request, Invoice or Upload cited, but no
change will be made to the balance, if any, in the Credits Table.

Some typical uses of the Credit Payment Method appear in the Table below:

Payment Amt Payment Type Method Result

$100.00 Credit Credit Charge for any outstanding items will be
subtracted first and those items marked
as paid; remainder added to Credits
Table

$100.00 Request Credit Cost of Request deducted from payment
amount and item marked paid;
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remainder of credit discarded as
unused.

$100.00 Invoice Credit Unpaid Invoice Charges assigned as
paid from payment amount (up to total
of payment) and items affected marked
paid; remainder of credit, if any, is
discarded as unused.

$100.00 Deposit Account Credit Since no actual payment took place, use
the Payment Type Credit, as in the top
row, above, instead of Deposit Account.

Delete or Adjust Credit Account Payment.

If a mistake is made when entering a Credit Account payment, the payment itself (rather than
each item assigned to the account) can be deleted or edited as follows:

1. Get to the Payments Form either from the Library Billing Grid or Billing, EFTS Menu.
2. Uncheck the 'Payment by Request No., Deposit or Credit Acct’ box, if it's checked.

3. Enter the Credit Account payment number (usually something like Credit000123) in the
box to the left and press ENTER.

4. Either edit the '"Amount This Payment' box, or click 'Delete Payment' to begin again.

Deleting and re-entering is absolutely the preferred method for editing credits, in which
case all the values of the payment will be new. If you choose to edit the payment amount, only
that value will change in the payment record. In both cases, any rollbacks or additions to items
paid will be performed on requests affected.

Payments By Request Number

Payments by Request Number can be recorded on the Payments Form, from the Billing,
EFTS menu, by clicking on the "single Request Number" check box and typing in the Request
Number itself, but it's a bit easier to do it from the Library Billing Grid or even the Lend ltem
Backfile Grid. Click on the row with the item to be paid in the Grid, and then click the 'To Pmts'
button on the upper right. This will bring up the Payments Form with the Request information
already filled in. Choose the appropriate Payment Method and amount, etc., then click 'Add
Payment' to save. The Payment Number assigned will be available in the Invoice column of the
Library Billing Grid.

Marking an item as Paid in the Status column of Grid

You can record a quick payment by changing the Status column on either the Library Billing
or Lend Item Backfile Grid directly, editing it from Filled to Paid. The 'Paid On' column will be
changed automatically to Today's Date, if left blank, or it can also be changed before filing---using
either the calendar dropdown or by entering the date correctly---to the correct date for that
payment.

If your own Library record indicates that you participate in OCLC’s IFM system, you will be asked
whether this payment is an IFM payment:
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Use IFM as Papment Metho ]

Charge to IFi Account?

No |

If it is, you will also get a chance to input a note regarding the IFM payment. This item will be
filed in the tblIPayments Table as Payment Method IFM.

Non-IFM items marked as Paid in this way have no other supporting information (no Check
Number in Notes, no specific Payment information). A payment entry is recorded, though, with
the Request Number as identifier, Payment Method Other and Payment Amount equal to the
Request Charge.

The Payment Type for both IFM and Other payments is Request. It is also assigned a Payment
Number, which will appear in the Invoice Column of the Grid:

Filled DOCLINE
Jan-01 Filled |Mail DOCLINE
Jan-01 Filled |Mail DOCLINE
20-Feb-t|Paid DOCLINE

Items marked as Paid in this fashion are still run by the Credits and Deposits Tables, to see
whether the amounts should be deducted from these totals, but no other checks are made. The
Payment Method "Other" may represent a real payment or a credit; since there's no way to tell for
sure, it's assumed to be a true payment.

Any payment can be edited later to correct payment amounts only, or simply deleted and re-
posted to correct any and all values.

Marking an item as Paid by entering a Date Paid

You can also record a quick payment by entering a value in the DTPD column on the Library
Billing Grid directly; this will cause the Status to be changed to Paid when the row is saved,
along with all the other activities described under the Status change, above.
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EFTS Activity
EFTS File Uploads

Criteria for inclusion in an EFTS Upload File

As with Invoices, there are certain criteria that determine whether an item is included in an
EFTS Upload file.

1. Borrower must be an EFTS Library (its EFTS Payment Supported checkbox, on the
Charges Tab of the Library record, should be checked).

2. Your Library must be an EFTS Library (your EFTS Payment Supported checkbox
should be checked).

3. The item must have a Charge (or Credit) other than 0.00
4. EFTS must be Yes on the item record.
5. Status must read Filled.

6. The item must have been Acted Upon during the time period in question.

If any one of these criteria is not met, the item won't be included in the upload. If there are no
items in the time period specified that meet all three criteria, you'll see the following Message
Box:

Ho Records To Upload

Steps for Creating the EFTS Upload File

Before creating the file, you can use the Billing Grid to determine which items will be
included in the EFTS upload. Set the Dates for the Upload and click the Show EFTS Upload
Items Ribbon Button. The default search criteria will appear in the box to the right.

% Billing Items

Create 5 List Reflecting the ltams That would Be [ncluded [or not, if <> TRUJE] it an EFTS Upload for the Dates Selected|
Equal To |— fTRUE

ze ? As WildCard For Any Single Lefter or Mumber
Press ENTER or click Search To Retrieve Matching Records. Seal s Set To: 01-Aug-00 to 31-Aug-00, Re
where [EF] G
Filled], ord

333863 MAUVBD [=|1995 (Br J of psychiz| $3. Journal 817100 i il [DOCLINE
o 475094 MAUVBD [=|2000 |J biclogical ch| $3.00 |Journal| Yes |8/31/00 Filled |Mail DOCLINE

These are the items that will be included in the upload file as the values currently stand.
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In order to be sure that items that should have been included in the upload file weren't left off
because one of the required values has been set improperly, you can also search the 'Show
EFTS Upload Items' Ribbon Button with a value Not Equal To TRUE. This setting attempts to
show records that display common characteristics of misfiled EFTS requests, including: items
marked EFTS but with a charge equal to FREE; items with a charge but with EFTS = No; and
also any item whose status is Invoiced, Uploaded or Paid, since these also will not be included
in an upload. The 'Not Equal To True' setting will produce a list something like this one:

 Billing Items

||:||2

& E%t a;g> <;

Search By
iorr, Date &

Search By | Show EFTS  Create
Library Upload Invaice By

Search By
Status of

Search By
Inwaice Ma.

RegMa {LIBIC ltems Library Regquest Search  ByDates  Recs To Prots Exit
Search EPmt Not Equal To j TRUE 33 Recordis) refrieved
Uze ¥ Az WildCard For Any Sinole Letter or Mumber
o ie e o st socr s ALWRYS ropsmat | | foomehies S To-Dan T7te T jan . Fec
i mae b sttt wodbe chosontr e Undwo s |_——AGHG ol Satus-Upgadod Pad o i
= c 0 »l (e 103 e Tor Date U a ) 0 cl )

r ReqNo Borrower Year |Title Chrg |Type |EFTS| IFM |Acted Paid On |Status Delvery | F~
J‘#‘ 5456679 TXUMHD ;I 1999 |Biology of neol | $0.00 |Journal| Yes | No |1/8/2002 Filled Mail
(¥ 5511443 TXUMHD ~|1997 |Seminars in p $0.00 |Journal| Yes | No |1/11/2002 Filled Fax
J‘#‘ 5399811 COUCOL _~|2000 Neonatal, paec|$12.00 [Journal| Yes | No |[1/212002 |8/3/200:z|Paid Fax
J*‘ 5400154 COUCSS 12001 |J clinical child | $26.00 |Journal| No | No [1/272002 |8/3/200z Paid Fax
J*‘ 5400155 COUCSS _~|2001 |Jclinical child | $4.00 |Journal| No | No |[1/272002 |8/3/200zZ Paid Mail
J*‘ 5399112 NYUSCN | 1998 |Pediatric surg |$4.00 |Journal| Yes | No |[1/272002 |7/11/20C|Paid Mail

The list is sorted first by status since the Filled requests are the more likely candidates for change
(those marked Invoiced, Uploaded or Paid were most likely set that way on purpose, but they're
included here primarily to answer questions as to whether an earlier upload might have been
done, or whether Invoices might have been produced for certain Libraries, which would have
removed them for consideration during the preparation of the Upload File). The state of the Also
Show 0.00 checkbox has no effect on this display.

In the case above, if the two TXUMHD requests should have been charged a $10.00 fee instead
of the FREE displayed, you can edit the CHRG cells to $10.00 to make them eligible for the
Upload file. If the Max Cost field for these requests is less than $10.00, a message box will let
you know. It is also possible to check the Max Cost Value on the Grid by exposing the Max Cost
column itself, which is normally hidden on the Billing Grid but which is always there nonetheless.

Exposing the Max Cost Column on the Billing Grid

There are in fact two columns hiding between the 'Delivery Method' and 'Source' columns,
above: ISSN and Max Cost. If you drag the vertical line between Deliv and Source to the right,
you'll first expose the ISSN column. Since we're not interested in this column at present, only a
wee bit of it needs to be seen. If you let go of the left mouse button you've used to grab the first
header border, and use it to grab the newly exposed border between ISSN and Source, you'll
uncover the Max Cost field.

As you can see below, the Max Cost was $11.00, so editing of the two requests to a Charge of
$3.00 will be permitted (the Max Cost field is not an editable field, by the way, so you can't
unilaterally change the Max Cost to meet your charge; according to general DOCLINE guidelines,
if your charge is greater than the Max Cost attached to the request, you shouldn't fill it).
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1 i (1-11] 0) i (1-111]
Acted Paid On |Status (Deliv || [Max [Sourc
8/31/00 Filled |Fax $11.0 ‘QOCLI

8/31/00 Filed |Mail @ |$11.0 [}QCLI

i
T Grab this and
drag to the right

155N Column

You can edit values on the Grid and try again, but be careful not to upload the same item twice
(although duplicates will be weeded out at the RML end, it just confuses the issue to have them

there).

If you use the Billing Grid's 'Show EFTS Upload Items', you get a streamlined version of the
steps to take in preparing an upload file for activity during any period selected. For a display of all
items during the period in question, you can use the Search All Grid to get the complete
population of requests, and can then do editing on those that need it. Also, once you have the
dates set here, experiment with limiting the set by various search criteria, to see whether the
subset delivered meets your expectations. Some examples:

1.
2.

Check Status Equals Filled to see if the number returned seems about right.

Check Status Equals Uploaded or Invoiced to see if operations have already
occurred against this group.

Check Charge Equals FREE to see if there are requests in the group for which there
should have been a charge that were mistakenly filed as FREE.

Search Specific Borrowers---those that may have been problematic in the past---to
see how they show up on the Grid [if you click the Borrower (LIBID) Ribbon Button,
and enter the SERHOLD 3-letter code in the Search Box, along with Containing as
the search criterion, you'll get a quick list of all items for that library during the time in
question].

Search EFTS Not Equal To TRUE to see whether any of these requests are actually
eligible for EFTS uploads (the set returned should be sorted by Borrower to provide
for quick scanning.

Search EFTS Equals TRUE just before creating the upload file, to weed out any
outside libraries that may have made it onto the list. Non-EFTS Libraries whose
items are mistakenly labeled EFTS = TRUE won't be picked up on Invoices, so it
makes sense to make this value as accurate as possible.

On the following Grid display, for example, none of these items would qualify for an EFTS
Upload File, for the reasons enumerated:



€ | gnd Item Backfile

Field is for the LIBID of Borrowing Library. May Be Up To 6

Characters Long. Select From DropDown Box, or Add a New
Borrower By Choosing "To Libs" [or AR-T].
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3. Check Latest in Borr. record

z& 7 As WildCard For Any Single Letter or Mumber

-are based upon the "Acted” Date.]

| Dates used here are 11/1/00-11,31,/00 - Dates

L)

d Hems - By Request Number

4. Only Status "Filled” will be included.

= DUCCU postgradus | [ FREE 1171072000 11/10/2000 Filled DOCLINE
| 1269433 | MAUBET Respondin| FREE |Monog|Origin| Yes |11/15/2000 11/15/2000 Not Fill CAN |DOCLINE
| TEST10 | MAUHLO Cell. $11.00 |Journ|Copy | No |11/1572000|11/15/2000 Filled |Mail |DOCLINE
| TEST11 | MAUHLO Cell. $3.00 | Jourry Only EFTS ="Ves™ willbe | 1/1572000 Filled |Mail |DOCLINE
| TEST2 MAUHLO Aging & m¢| $3.00 |JournTTCOPY | WO [T T5Z000711/15/2000 Filled |Mail |(DOCLINE
| TEST3 |MEUMAN Aging & m¢| $11.00 |Journ:|Copy | Yes |11/15/2000 11/15/2000 Upload Mail |DOCLINE
|| TEST4 |MAUHLO Aging & m¢| $3.00 |Journ/|Copy | No |11/15/2000|11/15/2000 Filled |Mail |[DOCLINE
| TEST6 | MAUHLO Cell. $3.00 |Journ/|Copy | No |11/15/2000 11/15/2000 Filled |Mail |DOCLINE
|| TEST7 |MEUMAN Cell. $11.00 |Journ|Copy | Yes |11/15:2000(11/15/2000 Upload|Mail |DOCLINE

1 TESTR RARIIHI Ny 1000 |rall 3 nn Tarm: M amar Ma 11MESNnNN 111E20NnN Fillad LLET nnrt INE

Only 3 items are (EFTS = Yes) and two of these were already uploaded while the other is Not
Filled. Charge of FREE will be excluded, etc.

Once you've checked the file and made any changes necessary in preparation for the upload,
use either the Toolbar Button or the Menu choice under Billing, EFTS Menu to get to ...

The Make EFTS File Form

The Make EFTS Form creates the EFTS upload file for the period specified. Statistics for the
upload file are displayed when it's finished.

+p Create EFTS Upload File

Xl
1200 5
pm020m 5

lick on DownArrow At Right Side of Date Entry Box For|
alendar

The EFTS File List Form

The EFTS File List Form gives access to EFTS files created. Once the files are made, you
can check them out and even do a little light editing, though | wouldn't recommend being too
adventuresome.
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*BEGUFLOAD

ROMO: 708737

RTI: 2000 Pediatric infec
AUCE Sep19(91:871-4
PATR: Daly, Jay [3]
CHRG: 11.00

FORM: C

DTFL: 000323

BORR: MAUEET

SACE: DOCLINE
*EMDREC

ROMO: 708735

YRTI 2000 Neurology.
AUCE 55(5 Suppl 1:541-6;

a4 e
Fifrain from making any change that would affect the number of lines. az it may make the Upload File Unreadable.

At the moment, these files must be uploaded to EFTS separately, but | hope to have that
capability integrated by 1.6 or 1.7. EFTS Upload files can be sent via ftp to the EFTS site, or
attached to an email message. Every EFTS user has an ID and password that's used to
access the system. The ID is usually something along the lines of your old DOCLINE LIBID with
a lower-case u in front, but the password will be something unique, of course. You might need to
get in touch with your RML or the central EFTS site if you can't find paperwork for these values
locally.

Once you've got that, it's a simple matter to log in and "put” the file in your dedicated directory
(which is where you'll be when you log in). How you do this will vary according to your ftp
program, but remember to use ASCII, not binary, transfer, since the EFTS Upload File is a
plain text file.

As regards the email attachment method, Ed Donnald from UCHC wrote in November, 2000:

If you are having trouble with the ftp part but the file is created, you may
attach it to an email and send us the file so we can include it in the
processing for this month, giving you another month to work out the ftp
process.

EFTS Email Address is: efts@uchc.edu.
EFTS Web Site is at:  http://efts.uchc.edul/.

Whether email will continue as an optional method is unclear, but QuickDOC should include an
automatic ftp capability relatively soon.
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The EFTS Add Credit Form

When an EFTS user has been charged in error during a previous upload, the error is fixed by
adding a credit to the next EFTS upload file. The easiest way to accomplish this is to first find
the item for which you want to register a credit on the Search All Grid. Then highlight the
Request Number field and right-click on it, as was done for 177994, below.

Containing

-

|| 1087286 | MAUBET 1999 |Science. $3.75 |Journi |Copy | Yes |[10/30/2000|10/31:2000 Upload Fax |DOCLINE
| 1087286 1999 Science. |($11.00) Journ: Copy | Yes |10/30/2000 11/05/2000 Upload|Fax |DOCLINE
| 123 1999 |Jpharmac| FREE |Journi|Copy | No |11/12/2000|11/12/2000 Filled |Mail |DOCLINE
| 1234ee 1999 |Annrheum| FREE |JourniCopy | No |11/12/2000|11/12/2000 Filled |Ilail DOCLINE
| 123xx 1999 |Heart{Br C| FREE |Journi|Copy | No |11/12/2000|11/12/2000 Filled |I'.'Iai| DOCLINE
| 17759 1991 Annurevn $13.50 | Journ: Copy | Yes |08/0272000 08/03/2000 Uploadlllail DOCLINE
| 177593 1991 |Annurev | ($13.50) | Journ:|Copy | Yes |08/0272000 11/07/2000 Filled |I'.'Iai| DOCLINE
=] 99 1999 |Psychoson| $3.50 Monog¢ Copy | Yes |08/03/2000 08/03/2000 UplualeaiI DOCLINE
|| 177994CR | MAUDAY 1999 |Psychoson| ($3.50) |Monog¢|Copy | Yes |08/03/2000 11/05/2000 UpluadlMaiI DOCLINE

Choose Copy. Then click on the Add Credit button on the Toolbar, which will bring up the Add
Credit form. Right-click in the "Request Number To Search" box and choose Paste.

177994

8/3/00

& Add Credit Item

Borrower's LIBID. {6 Characters.}
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This process automatically fills in the required fields with information from the original
request (the EFTS Credit Amount defaults to a credit for whatever the actual charge was on
the original request).

While you can create a credit unilaterally (i.e., without a Request Number that was initially
charged for), it makes sense both for ease of use and comprehensibility to use this method if
possible.

If you attempt to add a second credit where one has already been applied, you'll see a Message
box:

Add Additional Credit?

You can click Yes and add the second credit, or you can pull back if it seems that this second one
might be a duplicate.

How To Setup EFTS Routing Table

The July 2002 issue of National Network, the newsletter of MLA's Hospital Libraries Section, has
an article by Beth Wescott, Joanne Jahr, and Julie Kwan about EFTS and DOCLINE Routing
Tables. Here are some of the ideas for EFTS participants from that article:

1. Place libraries with whom you have reciprocal arrangements, and who will not charge
you, low in your routing table;

2. Place EFTS libraries low in your routing table, putting those with lower fees before
those with higher fees;

3. Put smaller EFTS libraries lower than larger EFTS libraries so that smaller libraries
have the opportunity to participate in lending, thereby offsetting their borrowing
charges;

4. If some of the EFTS libraries offer a preferred delivery method, such as web or email
delivery and you want that method, place them lower in your routing table;

5. If you need special collections, try to find EFTS libraries that have those materials
and place them appropriately in your routing table; and,

6. It's generally good practice to ask before adding an out-of-region EFTS library to your
routing table.
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Borrow Function

Borrow Information in the Database

Information on items loaned is held primarily in the tbiBorrowltems Table in QuickDOC.MDB.
Associated bibliographic information for any item is held in the tbIBorrBibs Table. Local charge
information for any item is held in the tbiBorrLocals Table. Information on Borrow activity is
displayed in a Grid format, available by clicking the Borrow button on the Main Tool Bar or by
clicking Lookup on the Menu Bar and choosing Items Borrowed.

Date Format Used in Searching

In order to evaluate dates uniformly, QuickDOC uses a Short Date format based on the Regional
Settings of the machine on which it is being run (e.g., 23-Sep-2001 will display as 09/23/2001 in
English — U.S. format; as 23/09/2001 in English — Canada format, etc.). Dates displayed in most
cases will use this format.

(Because of an idiosyncracy of SQL Queries on Access-type databases, all SQL Search Dates
are re-formatted to English — U.S. for search purposes only, but this will have no effect on the
local format used or on the format displayed in QuickDOC. It will be transparent to the user.)

Dates displayed in Calendar Date Boxes for data entry will use the Month Day, Year format
(e.g., Sep 23, 2001) so as to skirt the date format issue entirely. These controls have some
degree of built-in intelligence, so that when you begin typing the month name it will often
complete all three letters if there is only one possibility---as in Sep, above). You can check the
local settings for your machine in the Control Panel, under Regional Settings.

Borrow Grids

Lists of items requested are normally displayed in Grid format, showing either current requests
outstanding or those requests that have been sent and received (the Backfile), according to
whatever limits are set. Searches can be limited by Date and by choices on the ribbon bars. The
Requests Outstanding Grid is normally the first one shown, but you can toggle back and forth
between Requests Outstanding and the Borrow Item Backfile Grid by clicking the ribbon button
with the white background just above the Search Box. In addition, multiple deletes and global
column changes can be accomplished on any of the Grid views. Search Dates selected are
displayed (in local date format) in the box just above the Grid to the right, as well as in a Tool Tip
when the mouse is held over the By Dates button.

Request Number Searching in Borrow

In all Request Number searches, whether made on the Requests Outstanding Grid or the
Borrow Item Backfile Grid, if a part of the request number is entered in the Text Search Box (the
box next to “Containing” below), then ALL records that match that Request Number pattern
and Search criterion (Containing, Equals, etc.) are retrieved, no matter what the date of the
request might be.

If the Text Search Box is left blank, then ALL Outstanding Items will appear in the Requests
Outstanding Grid, and ALL Items (within the selected Date Range) will appear in the Backfile
Grid. This broad-based response is unique to Request Number searching; all other searches are
limited by the criteria of the Grid used and by the range of Dates Selected.

An exception to the ‘All Dates’ rule for Request Number is made for searches where there is
something entered in the Search Box and the Search Criterion is Beginning With; Beginning
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With Request Number Searches will adhere to the Dates currently set for searches. This is
intended to permit the searching of various non-DOCLINE items, entered manually with all
request numbers beginning with a certain phrase or letter, within the Dates specified. (E.g., if you
enter all WEST CAMPUS items with a number beginning with WEST, they will be retrieved in a
Date Search properly with a search strategy of ‘Beginning With’ WEST.)

Requests Outstanding Grid

All items that have not yet been acted upon will appear in the Outstanding Items Grid.

bonbuﬂnm helow are for common searches. og:v,le button to switch to Backfile. ;IE
Search B Search B GoTo AL

S%aartceh; ’ SE,Z;?QHBY SES':; By Lendery Status ny Borrowe &% P%t d;g> <;
Reqho (s sejlieE Itermns Search By Dates ﬁecs Eorward Exit

Search for Rec No. IContaining j I - 2756 Recordis) retrievede [his # of items in

i earches by Regqle (sther than blank} search All records. . fnitial import "f‘lﬂ’
FIrst riela 1Is Kequest NUMDer. May He up 10 14 Lnaraciers These are Requests Outstanding Only. Press <F2

Long. Must Be Unique in Database. (or Double-Click) To Edit Field. L

ljgkonﬂm”ignmﬂ.eleﬂofammﬂm
hnd'or edit the item's citation or local charge info.
: 0 7 g - By Reque he

n Dept |Libr Chrg |Year |Title itemT |kem |Sent Rec |Status |DelM |Rus (M
| Gl | [ mez-SaLI(None) VAUVIR ;l $0.00 [1997 |Biochemistry |Journ (Copy |7/17/2000 Outsta|Mail | No [$*
_f'in"}'iz?ss Jpnes ﬁ TILIBR |WVAUTMC ~|%$0.00 1997 Biochemistry Journ | Copy |7/17/2000 Outsta Mail | No |§'
_|4” 12?Bqunes, Joei > |(None) |VAUVIR ~|%$0.00 1998 Biochemistry|Journ Copy |7/17/2000 Outsta|Mail | No |§
_|‘#‘ 12790 |Gnmez-Sa ~ |(None) VAUVIR T |%$0.00 1999 Biochemistry|Journ Copy 7/17/2000 Outsta|Mail | No |§

The Requests Outstanding Grid will be the first Borrow Grid to appear during each session.
This is to give a brief look at the number of items still not received. As items do arrive at the
library (or are sent directly to the Patron), their records should be checked in here. For the most
part, except for Cancels and Loansome Doc requests filled by yourself, there is no automatic
check-in possible, since only the local library can know exactly when something arrives.

Lending Library Charges — How and when are they computed?

Unlike the Local Charges, which are calculated only when the item is received, the Library charge
is calculated, based on the Library Charge Profile of the Library to which it is first sent, on first
import into Requests Outstanding. It isn't automatically re-calculated thereafter unless either the
Delivery Method, Rush value, or Library LIBID is changed. If you change a Library’s Charge
Profile, the new designation will take effect only on new requests; existing charges will be
unchanged.

But even existing item charges will be determined by the new profile if any of the signal values
(Delivery, Rush, LIBID) are changed, causing a re-calculation using the new Charge Profile. You
can test this by changing a Library’s Charge Profile, then changing the Delivery Method on one of
that Library’s items, saving changes and then changing the Delivery Method back to its original
value. The new charge profile will determine the new value. And it's always possible to change
the Charge value directly, by double-clicking into the Chrg field and entering a new amount; this
new change will stick unless, of course, a later change in Library, Delivery or Rush causes a later
re-calculation.

Use the F4 Key to go directly to Local Information

Clicking the + sign at the left of any row will bring up the underlying Bibliographic and Local
Item Information. Bibliographic Information is the initial default, but if you click that + sign two or
three times, eventually you will uncover the Local Information Grid.



112.

In order to make this process a bit more accessible, if you press the F4 Key before clicking the +
sign, the default will be for Local Information rather than Bibliographic. This option only occurs if
the focus is in the RQNO cell. While this will be true in both the Requests Outstanding Grid and
the Borrow Item Backfile Grid, it might be most useful in Requests Outstanding to indicate a
change in the Local Delivery Method before the item is marked Received. In the case below,
the F4 key was pressed before the + sign (now a — sign) was clicked:

First Field is Request Number. May Be Up To 14 Characters These are Requests Outstanding. Titles with |
Long. Must Be Unique in Database. Click the + signto see Bib than 4 Borrows this year (inlast 5 yrs) show i
(no CCL check). <F2> {or-Double-Click) To Edi

data or(press [F4] and click + to bring up Local Information;

- RGHO Patron Dept |Libr Chrg |Year |Title RemType [kemF |Sent Rec |Status
il 15945121 Folcarell:l NURS |NHUNS. LI $0.00 |1988 . professional m [Click{Here}to open dropdown list | Outsta
o Rk ChogasPat|Dept ChagasDe [Costcir tem LacalDel [|Rush Localst:3 Chutsta
jT p 5945121 |§0.00 HURS F0.00 1988 J profes | [QE0 [ = ||Mo Open 3 Outsta
— L | Messenger 4 »
o ——— e L e ] bl ke A T Y I | Outsta
J‘i") 1591 [Te change the Local Delivery Method hefore rinary mygid i) 21272003 Outsta
@ heck-in, press F4 andl click + to get the Local Info, - Wieh (pdf)
[ 1592 I:then choose new method from the dropdown list trition Web it = 21212003 Outsta
Y T— — S S P—— P

If you change the Local Delivery Method, this is a key for QuickDOC to re-calculate the Local
Patron and Dept Charges (other keys are changes to Rush or to the Lending Library), so you
may see changes there as well:

First Field is Request Number. May Be Up To 14 Characters
Long. Must Be Unique in Database. Click the + sign to see Bib

data or press [F4] and click + to bring up Local Information.

- RQNO Patron Dept  |Libr Chrg |Year |Title temType [RemF |Semt Rec |Status
JT_8945121 Folcarell ;I NURS |NHUNSJ ;l $0.00 (1988 |J professional m|Journal |Copy |1/3/2003 Dutsta)
| RO ChoasPat|Dept ChigasDe |CostCtr Iterm LocalDel |Rush Laocalstal Outsta
[ [.7[e845121 [$5.00  [NURS  [§5.00 1988 J profes ~ ko Open | Outsta
| —. F I

= K |-"-----\ .- @@ Outsta
o &+ 4501 |dChg iglre-calculated after Del Meth change, Int will he re-calculated again when= Received. Outsta

In the case above, since the Status is still Outstanding, the charges will be re-calculated again
when the item is checked in (marked Received). If there is no other change in Rush or Library
or Delivery Method, though, the charges re-calculated will be the same as those above.

After an item has been invoiced or paid, however, all changes to ChrgAsPatron and
ChrgAsDept will be ignored, as a practical matter, since the final Local Charge is assigned at
the time the Local Status is changed to Invoiced or Paid (Patron or Department). In order to
re-calculate, you must first change the Local Status back to Open (which usually means deleting
an Invoice or Payment assigned to it) and then re-do the payment or invoice.

Copyright Check in Requests Outstanding Grid

For libraries located in the U.S. the Requests Outstanding Grid will highlight in red items where
the Journal has already been borrowed 5 or more times during the current year. This count
will exclude items where the year of publication is earlier than 5 years before the current
year, but it won’t consult the CCL or CCG status, so it should be considered a ‘heads up’ rather
than a final report.
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he Requests Outstanding Grid also gives a "Heads Up” if the journal 43 Recordis) retrieved

itle being borrowed has already heen borrowed 5 or more times In most cases, the check year begins 1/ thisyear.
luring the current {U.S. Copyright} year. Articles older than 5 years

re excluded from the count, but the CCL or CCG status is ignored, so

These are Requests Outstanding. Titles with more -

his is IOT a CCC report {run the Copyright Report - {I.S. CCC) for inlast 5 yis) show in Red
hat}. Non-U.S. Libraries will see any title {no matter when published) (no.CCL check). <F2> {or Double-Click) To Edit Field.
porrowed more than 4 times during the current year, FYL. IClick into the Chra Column for Local Pay Buttonst -
Requests Outstanding - By Reque he
RONO  |Patron Dept  |Libr Chrg |Year |Title ftemType [temF |Sent Rec [Status |DelM =|
% §550330|Trobaug j HEMON |{OHUCHE ;I $0.00 |1999 Leukemia lymph [Journal |Copy |4/10/2002 Otsta | Mail
]4}" 6550332 | Trobaug ™ |HEMON [OHUCHE _¥ | $0.00 (2000|Cancer genetics |Journal |Copy |4/10/2002 Outsta Mail
]4}" 6550334 |Trobaug ™ |HEMON |OHUCHE * ] %0.00 |1999 |Leukemia lymph [Journal |Copy |4/10/2002 Outsta |Mail
]4” 6550335 Trobaug ~ |HEMON [TNUTSJ _~|$10.00 1999 |Leukemia reseal[Journal |Copy |4/10/2002 Outsta | Mail
14” 6550446 |Aubrech = |(None) [TXUDTS ¥ |%0.00 [1999|J spinal disorder |Journal |Copy |4/10/2002 Otsta | Mail
]4}" 6569138 |Trobaug ~ |HEMON [OHUCHE ¥ | $0.00 (1999 |Leukemia lymph [Journal |Copy |4/11/2002 Outsta |Mail
]4}" 6569139 |Trobaug ™ |HEMON |ILUCMH | %0.00 |2000 |Biology of blood i[Journal |Copy |4/11/2002 Outsta |Mail
]4” 0641382 Liang >*|7370 |(COUCOL ~|%8.00 1992 |Histopathology o |Monograg Origini | 4/11/2002 Outsta | Mail

This information can be used to cancel and re-direct an item to a lender that includes Copyright
payment in the fee, or to add an extra royalty charge to the Patron Charge after the item is
checked in.

For libraries located outside the U.S. the Requests Outstanding Grid will highlight in red items
where the Journal has already been borrowed 10 or more times during the current year, no
matter what the year of publication.

Journal Times Borrowed Count in Requests Outstanding Grid

The number of times borrowed is always available in the Requests Outstanding Grid by selecting
Show All Grid Cols from the context menu that appears when you left-click the header of any
column. Scroll to the far right to view the column (the header will be the current year + “Borr”).

ftemnType [temF |Sent Rec |Paid On  |Status |DelM (Rus |MaxC [LocalS |SRCE |Note 2002Borr
Journal (Copy |4/10/2002 Outsta|Mail | No |$12.0/|Open |DOCLINE 5
Journal |(Copy |4/10/2002 Outsta|Mail | No |$12.00 Open |DOCLINE 1
Journal |Copy |4/1072002 Outsta|Mail | No |$12.0/|Open |DOCLINE b
Journal |Copy |4/10/2002 Outsta Mail | No |$12.0/ Open |DOCLINE 0
Journal [Copy |4/10/2002 Outsta|Mail | No |$12.0//Open |DOCLINE 1
Journal |Copy |4/1172002 Outsta|Mail | No |$12.0/|Open |DOCLINE b
Journal [Copy |4/11/2002 Outsta|Mail | No |$12.0//Open |DOCLINE 0
Monograg |Origin: | 4/11/2002 Outsta|Mail | No |$8.00 |Open |OCLC 0

If you click on the header of that column you can Sort Descending to put the most borrowed titles
at the top. Again, these numbers reflect CONTU Guidelines values in the U.S. (only publication
dates within the previous five years) and all dates outside the U.S.

For complete Copyright information, use the Copyright Report (All Items) to check/edit CCL and
CCG values; then use the Copyright Report (U.S. — CCC) to file with the Copyright Clearance
Center.

Quick Journal Times Borrowed Report

While the Requests Outstanding Grid will highlight items borrowed 5 or more times, it doesn’t
show detail on the number of times the title was borrowed. To have a quick look at all Borrow
transactions for any title, just click into the Title cell in either the Requests Outstanding or Borrow
Items Backfile Grid, which will expose a Quick Jrnl Rpt button. Click this button (or press
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<Alt><Q> on the keyboard) to see a list of all times the Journal Title was borrowed since the
beginning of the year.

Borrow Item Backfile - |EI
Search By Search By | Search By GoTa
Date & Search By | Search By Lender Status of |Outstanding FY e % @ <;
Real Fatran Diept (LIBID) Beouast anl L Quick Jrnl
S H ¥ Search By Dates Rptf- | ToJrmls Exit
¥ .. = il dui ol 5y
B e [ co ntaining j l ﬁl — Print a list af thiz Joumnal's Bonogggs far this _I.Jear.l—
dis Jo al or Monograp : ay Be Up To 100 <Alt=><T>, or Click "To ... Button, nh\we, To AddaN
ong u click(intolthe Journal Ti mnjof the Backfile, the Choice |'pri“-t Recs’ is now(*Quick Jrnl Rpt’)
Print Recs" butt hange to "Quic] Rpt’, which, as the| - T 3 ; e
ool Ti s, will show of ALL this yeir's borrows 220 Exclude Mot Filled Iter
-| RonD Patron  [Dept  |[Libr Chrg [rear itl itemType [tem [Sent Z |Rec |statu
1|+ 9038645 |Sukhatn *|NEPH |MDUNLM ~|$9.00 2002 f.urr topics il Journal  |Copy |12/12/200| 1/18/20 |Recen
= 0038644 |Sukhatn *|NEPH |MOUSLT *1$0.00 (1990 Cardiovascul | Journal |Copy |12/12/20C 12/13/2 |Recen
d

The Print Preview screen will display the list (the dates Jan 1 to Date are built into this report):

=l
(= Erpand Fage  Cloze Report for one Journal Title only will usually fit on one page. |
Report for FCurr topics in medicinal chemistry.J in 2063, sorted by Pub Year (Descending).
01-JTan-03 to 28-Jan-03
28-Jan-2003 Beth Israel Deaconess Medical Center (01-Jan-03 to 28-Jan-03) Page 1
Journal# # Bo d Lender Year Jrnl Title Pairon
1 1 MDUNLM 2002 Cwrr topies in medicinal chenustry. Fam 2060:507-28 Sukhatme, Vikas
TOTAL ALL TTEMS: 1 | Quick Reports are current year only and can be printed with the Print Page huttnn|

This is basically a short version of the Journals Borrowed (Full) Report. If you want a printout,
click the Print Page menu choice. The printout is basically a screen shot of the top half of the
report.
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Print Page will give you a screen shot, for the most
part, of the top half of the full screen. Use the full
reports for true page-length printouts.

Quick Reports for Journals are
always| based on the current year.

Repori for A’Curr topics in medicingl ckemisﬂy.]] in 2003, sorted by.Pub Year (Descending).
l 01-Tan 003 to 27-Tan-03

|Quick Reports are for 1 Journal, etc.|

27-Jan-2003 Beih Israel Deaconess Medical Center (01-Jan-03 to 27-Jan-03) Page 1
Journal# # Borrowed Lender Year Jrnl Title Pairon
1 1 MDUNLM 2002 Cuwer topics in medicinal chemistry. Fan2(61:507-28 Sukhatme, Vikas

TOTAL ALL ITEMS: 1

| b

Because of the way this is set up, it will only print as much of the report as shows on top of the
horizontal scroll bar at the bottom, but this should be sufficient for most shorter lists.

Checking In Requests Outstanding

There are a number of ways to check in an Outstanding item that has been received:

1. Change Status to Received. An item can be checked in, once it’s arrived, by simply
changing its Status to Received from Outstanding in the Status column. If you enter nothing in
the Rec’d date column (just to the left of Status), Today’s Date will be applied (you can always
enter the date information also, of course). Then, either click on another row of the Grid or click
Save Changes to register the change.

2. Enter a Received Date. Entering a Received Date in the Rec’d column will automatically
change the Status to Received. Then, either click on another row of the Grid or click Save
Changes to register the change.

3. Use the Record Selector button. You can also batch check-in ALL of Today’s Check-ins
by first selecting each one (use the Record Selector button at the left edge of each row; Record
Selectors are described below). Holding down the Ctrl Key while clicking each Record Selector
allows the choosing of multiple rows. Holding down the Shift Key while clicking the Record
Selectors of two records will choose those two plus any records in between. See ‘Selecting Grid
Records’ below for illustrations.

Once you've selected the records to check in, you can change the Date to be applied as the
Rec’d Date to all of them by clicking the Default Date button (all these buttons will appear when
the first record is selected), but in most cases the initial default, Today’s Date, will be appropriate.
At that point click the new Mark Rec’d button to check in all selected items. Only items still
marked as Outstanding or Queue (which is the status of any Loansome Doc request when it's
first received) will be affected.
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While this method is most useful as a batch check in, it can also be used regularly to check in
individual items. The procedure is as follows:

1. Click the Record Selector next to the item you want to check in;
2. Change the Default Date if necessary;

3. Click the Mark Rec’d Button to record the change;

4. Repeat for any other individual check-in.

4. Use a bar code reader. Ron Schultz posted this to QuickDOC-L of his experience using his
bar code reader to check in items as they arrived:

This is what | have found using the new borrowers section of g-doc. | use bar-codes. | also
save in a file a copy of the request to include the bar-code for the record number. | scan the
bar-code and the record comes up in the "outstanding" section.

| first check to make sure it is from the original library, if not then the change is made.

Second, | change the outstanding to received. Today's date will also be filled in. | then
update.

After a few days of working with the system, it can all be done in about 5 seconds now. | am
then off to the next record. The bar-code reader speeds this up nicely.

The Patron and Libr columns include dropdown boxes with lists of ALL Patrons in your Patrons
Table (tblPatrons) and ALL Libraries in your Libs Table (tblLibs). These lists are opened by
clicking the down button (for some reason it takes three clicks the first time to drop the list down,
but only one thereafter) at the right edge of each column. Fields with data that may be wider than
the width of the column they reside in will show the complete field information as a Tool Tip when
you move the Mouse Pointer over that cell (as in “Jones, Joe” above).

In the case shown above, the Requests Outstanding Grid shows a typical screen after an initial
import in a library that has been saving requests in QDPortal but has just begun using QuickDOC.
In most normal use, you will not have 2,756 Outstanding Requests! (If you do, hire help at once.)
In normal use, after doing the import from QDPortal for that particular day, come here to the
Requests Outstanding Grid and check to be sure that all requests sent have been properly
imported into the database. You can reverse the normal sorting by clicking the header of the
“Sent” column to get the Column Context Menu.

Rec [Status [Dell
a GlobalChange

] Show &l Grid Cols

%l Sartdzcending

El SorDescending

and choosing “Sort Descending.” This will put today’s items right at the top for easy checking.

You can toggle back and forth between these two Grids using the Ribbon Button with the white
background and blue letters. In the above Grid, clicking the “Go to ALL Borrow Items” button
will switch to the Borrow Item Backfile Grid.

Borrow Backfile Grid

All items that have been completed, whether received or just unsuccessful, will appear in the
Borrow Backfile Grid. Initially, the Date Range for searches will be either “Six Months Ago to
Today,” or the “Beginning of the Year to Today,” whichever is greater. Current search dates are
often shown in the gray box just over the top right of the Grid. Current search dates are also



117.

available as a Tool Tip when you let the Mouse Pointer hover over the By Dates Button for a
second or two:

Mow searching 07-4ug-00 - 12-Feb-01

Search Datee Set To:01- Aug-00to 12- Fel:r 01.. ;
Searching HeqHu Drdered By Date 'am:l Etlnta 'Ing ;
u‘alues Entered ; i

Excluding Not Filled Items from Items Retrieved

In the Borrow Item Backfile Grid, Not Filled Items are usually included in the records retrieved,
except when a Search By Status of Request search specifically indicates that a certain status
only is expected (e.g., a search for Status Equals Received will not, by definition, include Not
Filled ltems).

You can specifically exclude Not Filled ltems from the records retrieved by checking the Exclude
Not Filled Items checkbox.

FY3 Recordis) retrieved

Uze 7 &A= WildCard For Any Sincle Letter or Mumber
Search Dates Set To: 01-Jan-02 to 29-Sep-02.
Searching Hean Drdered By Date and Eﬁnteinmg

'u!‘a Entered
haes.  [] Exclude Mot Filled ltems

kemType (Hem |Sent Recd |Statu |DelM =
2 [Journal |Copy [2/13/200: 2/28/20 Recen Mail

cJournal |Copy 2720/200:|2/28/20 Recen|Mail
c|Journal |Copy |2/257200:(2/28720 | Recen [Mail
[alJournal |Copy 2726/200: 2728720 Recen E-Mai
alJournal |[Copy 2267200z |2/28/20 Recen |Mail __|

The same search, run with the checkbox unchecked, will include Not Filled requests along with
others retrieved using the criteria specified.
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729 Record(s) retrieved
Uze 7 Az WildCard For Any Single Letter ar Mumber

Search Dates Sef To : 01-Jan-02 to 29.Sep-02.
Searching ReqHu Orl:lered By Date and Contﬂimng

Value Elrtered
¥ [ Exclude NotFilled tems

kemType |ltem |Sent Recd |Statu |Deli ~
Journal |[Copy |2/13/200z(2/:28720 Recen|Mail

ni[Journal |Copy [2/14/200: 2728720 Not Fil Fax
| Journal |Copy | 21472002 |2/28/20 Not Fil |Fax
cilJournal |Copy [2720/200: 2/28/20 Recen Mail
Journal |Copy |2/257200%(2/287220 | Recen [Mail —

L

(o]

Since the Requests Outstanding Grid, by definition, won't include items with a Status of Not
Filled, the Exclude Not Filled Iltems checkbox only appears in the Borrow Item Backfile Grid.

As with all Grids, the Ribbon Buttons just above the Search Text Box are used to stipulate a
common search type: Request Number, Patron, Dept, Library and Status.

¥ Borrow Item Backfile

iz button {Forward) will change _II:II

[Below are Ribhon buttons for common searches. fepending on that has facus.

Search By Search By | Search By GoTo
Diate & S;&;{(ignﬂy Seg;cgt By Lender Status of | Outstanding i g: Print a;g> d:
Reghlo (LIBICY Request only

Search E\,rgates Recs To Patrons Exit

This is the Text Seaxch 113 Record(s) retrieved
Box; hlank = All Recs Record For 4267394 Successfully Edited,

Search Request Numbers . =
Contamlng J

Field is Patron Name. May Be Up To 50 Characters Long. <Alt><DownArrows, or Click on Arrow For Selectiol
Select From DropDown Box, or Add a New Borrower By : List. <Al><T>, or Click:"To..." Button, Above, To Ad
Choosing ‘To Patrons’ [or AR-T]. Save aNew Choice " ; ; T
Channes Search dates used
1 Rec'd Dates.

- RONO  |Patron Dept [Libr Chrg |Year |Title Ite |kemn |Sent Recd |Statu |DelM |Ru |Loca 4
ol + 4214889 |Faculty ;I ANES |[MAUBET ;I $3.00 |1985 |Acta orthopa |Jou | Copy |8/30/2001(9/4/200 Recen|Mail |No |Open—

J*“ 4234747 |Stewvens ~|FASC |MAUBET ~|$3.00 1993 Annu rev psy |Joi Copy |8/31/2001|9/4/200 Recen|E-Mail| No |Open
J*“ 4262191 |Stewart T |MED |MAUHM: ™ |%$10.00|1991 |Science of to | Jou |Copy (9/5:2001 |9/6/200 Recen Ariel |No |Open
J% 4267394 (Fallon > INURS ABCABET ™ $11.u$cie"ce of total e"vironnle"‘[ry 9/5/2001 |9/6/200 Recen E-Mail No Open

The total number of records retrieved by a search is displayed in the space just beneath the By
Dates Button.

The Name of the Grid being used is always at the top left of the form (Borrow Item Backfile,
above). A Description of the Grid’s Search Results appears in the middle of the blue Grid
Header (“All Borrow Item Backfile — By Request Number” in the case, above). Clicking any of the
column headers exposes a column context menu for that column, with choices for Show All
Grid Columns, Global Change, and Sorting A-Z or Z-A (see above).

Selecting Grid records

You can select and delete a batch of Grid records by using the Record Selector button at the
left of each row to select the row (or rows). Selected rows are highlighted in blue, as shown in
the illustration below:
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@ Borrow Item B ackfile

o=

Search By GoTo @
Status of | Outstanding i s @ <;

BELEED nly Search By Dates Recs  ToPatrons Exil

Search By
Lender
(LIBIC)

Bearth By cooich gy | Search By

Fatran Dept

Containing j I Last Record Selected = 4234747
Fecord For 4267394 Successfully Edited.
<Alt><DownArtow=, or Click on Arrow For Selecti
List. <Al><T=>, or Click'To ..." Button, Above, To A
Set Default : i

aNew.Choice = :
< ction buttons appear when records are selected. |-

Diate mark Rec'd

e

4214889 Faculty EMIES MAUBETE$3.DD 1985 Acta orthopa |JoL |Copy (8/30/20019/4/200 |[Recen Mail |No |[Dpen
4234747 Steuens!FlSC MAUBETE$3.DD 1993 Annu rev psy |Joi |Copy (8/31/2001(9/4/200 |Recen E-Mail No |Open
oo, 4262191 $10.00{1991 9/5/2001 9/6/200 Recen Ariel Open

[ |¢I ASFETIOA Call w LRI || - A " T | H
lick Here To Select_T_r!i_s I_itec fﬂrqs AECABT $11.00| 1988 Behaviour re: Jov Copy |9/5/2001 |9/6/200 [Recen E-Mail|No |Open

Science of to

armemarmr =laaa anlanna oo oo as Lol larmana lavmemanles o e ma_nlees L o

In the view above, highlight rows you want to process by clicking their Record Selectors
(the buttons on the left column). To select more than one record, hold down the Ctrl key while
clicking, or press the shift key to select a range of records from the first record selected to the
end of the group you want to delete. To select ALL Records in the Current Grid, you can simply
click the topmost button over the Record Selector column (it has a small, inverted pyramid as an
icon), and you will notice that all rows in the Grid turn blue.

Setting the Default Date for Batch Processing

Unless you want the Default Process Date to be Today’s Date (the default), select the Date you
want applied to all items in the batch by clicking the ‘Set Default Date’ button. Use the Date Box
or the Calendar to choose the Default Process Date. This is the date that will be applied to all
items selected when each is Marked Filled or Marked Paid, appropriate.

Jul 0 2000 ~| @ £
' SetDefault, ™ wark Paid
Current Default Date iz 77431 .-’2EIEIEI|

Once you’ve selected the Default Process Date, make sure it's registered by either pressing
Enter (if you've been entering it by typing in the date box) or by clicking the “Set Default Date”
button again. The current Default Date is always available as a Tool Tip if you place the mouse
pointer over the button, as above. Once the Date is satisfactory, click the ‘Mark Rec’d’ or ‘Mark
Paid’ button, and all records selected will be processed, one-by-one so that any database
relationships can also be updated.

Marking Rec’d Borrow Grid records

This is the common process of checking in items as they are received. In addition to changing
the Status column directly (discussed above), you can use Record Selectors to batch this process
as well. Use the Record Selectors to select all the items you want to Mark Rec’d (check in).

Once you’ve selected the records, you can change the Date to be applied as the Rec’d Date to all
of them by clicking the Default Date button, but in most cases the initial default, Today’s Date, will
be appropriate. Once the records to be checked in are selected, and the date of check-in is
correct, click the Mark Rec’d button to check in all selected items. Only items still marked as
Outstanding or Queue (which is the status of any Loansome Doc request when it’s first
received) will be affected.
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While this method is most useful as a batch check in, it can also be used regularly to check in
individual items. The steps are as follows:

1. Click the Record Selector next to the item you want to check in;
2. Change the Default Date if necessary;

3. Click the Mark Rec’d Button to record the change;

4

Repeat for any other individual check-in.

Marking Paid Borrow Grid records

This is the method used for recording Payments to a Lending Library. The most obvious use
is for batch processing a payment of a Lending Library , an EFTS Monthly Statement or IFM
Statement of activity. Use the Borrow ltem Backfile Grid and set the Start and End Dates to a
period a week or two wider than the dates represented on the Invoice or Statement (because the
Invoice will reflect the Lending Library’s Fill Date, while our date of activity is the Received Date).
For an Invoice, you can further restrict the display to the Lending Library. For an EFTS or IFM
Statement, restrict the display by clicking the Search By Status of Request ribbon button and
choosing Equals Received to eliminate the Not Filled items, etc. The list will then be arranged
by Date Received and will contain only items that haven’t yet been paid. Working from the
Invoice or Statement, you can select each item listed thereon by holding down the Ctrl Key and
clicking the appropriate Record Selector.

Once you’ve selected the records to mark to paid, with the proper date of payment set in Default
Update Date (which, for an Invoice, might be the date a Check Request was created and sent to
Accounts Payable), you can mark all selected records to Paid by clicking the Mark Paid Button.

If your own Library record indicates that you participate in the EFTS or IFM systems, you will be
asked whether this payment is an EFTS or IFM payment:

Use IFM as Papment Me! x|

Charge to IFi Account?

No |

Whether or not this is an EFTS or IFM payment, you will next see a box entitled Check Number
or Other Note for recording Payment Information.

Check Humber or Other Hote

Cancel

Pavment Moke:

IEheck Fiequest sent 1041042001

Use this to file away pertinent payment notes, etc. When you click ‘OK’ above, the records will be
changed to PaidLender in the Status column (PaidEFTS for EFTS Payments, and PaidIFM for
IFM Payments) and the payment will be recorded in the Borrow Payments Table
(tbIBorrowPayments) by Request Number and with the appropriate note. Borrow Payment Type
is either EFTS, IFM or Other for all Borrow Payments at this juncture.

Steps for recording payments to Lending Libraries are as follows:

1. Click the Record Selector next to the item you want to mark Paid;
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2. Repeat as necessary (with Ctrl key pressed) for all items in the Invoice, IFM or EFTS
Statement,

Change the Default Date if necessary;
Click the Mark Paid Button to begin the update;

Enter any Check or Payment info in the Payment Note box

o o~ w

Repeat for other invoices.

While batch processing is the most obvious use of this method, it can be used as an alternative to
individual editing of the Status column as well. In fact, using the Record Selector method, even
for an individual paid request, provides more information on the payment than just changing the
Status to Paid.

Only items marked as Received can be changed to Paid. If you have an item marked
Outstanding or Queue or Paid, you must first check it in as Received before proceeding.

Deleting Borrow Grid records

Once you've selected records to delete, you can delete that batch with the Delete Records
button. Records marked 'PaidLender’, ‘PaidlFM’ or 'PaidEFTS' will not be deleted in this batch
process. They must first be marked back to 'Received' so that any related Invoice or Payment
table information can be properly updated as well.

Global Updates of Borrow Grid Columns

Perform Global updates by first editing the topmost record of a column where you want all the
records to have the same value. Once the top record has the correct value, perform the Global
change by left-clicking the button at the top of the column, such as "Chrg" above.

The column will be highlighted and a message box will give you a chance to back out, if
necessary.

Global Column Change of Charge Yalues To Match Top ¥alue?

A

(O] cened |

If you click OK, all the values will change to $11.00, except for columns where processing has
moved to a state where a change in charge isn’t appropriate, such as Status of PaidLender, or
Not Filled. Similar restrictions apply to most Global Column Changes.

Most of the columns have Dropdown boxes, or Calendar controls, for choosing options. The
Delivery Method column can be changed by clicking on the Down Arrow and choosing from the
list:
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Mail |DOCLINE
Mail |[DOCLINE
Mail |DOCLINE

Mail
Fax
Ariel
E-Mail

If you start typing the beginning letters of the value (as in picKup, above), the selection should be
found as a matter of course. You can also open a dropdown box on any Grid either by clicking
the down arrow or by pressing <Alt><Down Arrow> in the field.

Save Changes Button

In any case where changes are made to values on any Grid, the changes are written to the
database whenever the focus is moved from the row that is being edited to another row on the
Grid. Just clicking on another row, or using the down arrow or up arrow keys will cause the
change to be filed. Once editing has begun, the Save Changes button will appear when there
are changes ready to be filed. This button is really just an alternative method of registering
changes, since any movement out of the row will do the same thing. The Save Changes button is
essential, though, when a Grid has but one row.

Field is Status of Request. DropDown Box Shows Allowed

Values of: R = Received; F = Filled {Not Yet Immoiced); N = Not
Filled; | = Immiced; P = Paid; U = Uploaded To EFTS.

All Billing kems - By Borrower

Drug safety .00 |Journal 06-Sep-00

Psychological | $10.00 |Journal 13-Aug-98 Uploaded

Clicking this button files any changes without the necessity of leaving the row.

Displaying and editing Borrow Citation records

The citation information underlying the records displayed on any Grid can be displayed by
clicking on the + sign to the left of the record. This information is kept in the tbiBorrBibs Table of
QuickDOC.MDB and contains the following fields:

BorrBibRQNO - Request Number, associates this record with tbiIBorrowltems
BorrBibCitation - Citation information

BorrBibNoPages - Number of pages in citation, used for Copyright reports, etc.
BorrBibArticle - Title of the article borrowed

BorrBibAuthor - Author of the article borrowed

BorrBibCopyright - L or G, from the original request

BorrBib RefReason - Referral Reason as indicated on Request

BorrBibPMUI - PubMed ID, if applicable, will be used to flag dups
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BorrBibPurpose - Purpose of Request, for tracking type of activity

- RONO  |Patron Dept |Libr Chrg |Year |Title Ite [Hem |Sent Recd |Statu |Del |Ru ||
[ T 4234747 |Stevens ﬂ FISC |MAUBET ﬂ $3.00 |1993 |Annu rev psy |Jou |Copy |8/31/2001(9/4/200 PaidL« E-Mail |No |i
J*‘ 4262191 Stewart *|MED |MAUHMS ¥ |$11.00 1991 Science of to|Jov Copy |9/5/2001 (9/6/200 Recen |Ariel No |
AT;QE?]M Fallon T |NURS |[ABCABT ~|%11.00 1988 Behaviour re:|Joi|Copy (9/5/2001 |9/6/200 Recen |E-Mail|No |i
_

BarrBibR QMO [BarrBib Citation BarrBibMoFPages|BarrBibAdicle BarrBibAuthor BarrBibCapyright |B
j » 26(4):333-5 3|Panic induction viz| Sanderson WC; R|L L
— [ | ol
| i Clickin cell_tn edit record or begi_n typing to ovewrite.f"'_"_“"'"‘l"'"l“" oo oottt o |

The highlighted cell is shown as above and any of the information displayed (except for the first
cell, which contains the Request Number) can be edited in the usual fashion, by either clicking at
an insertion point or typing over the currently selected value.

The insert seems to display best, by the way, when the record to be opened is toward the top of
the Grid, where it displays underneath the current record, rather than at the bottom, where the
display will move the current record to the top, and then display the child record underneath it.
The effect of this movement can be confusing at first in the latter instance.

Displaying and editing Borrow Local records

Local Billing, Due Dates, Returned Dates for returnable items, and other information can be
displayed by clicking on the + sign to the left of the record. Since this will toggle between the
Citation Records (tbIBorrBibs) and the Local Billing view (tblIBorrLocals), you may have to click a
few times before the proper view comes up.

In order to make this process a bit more accessible, if you press the F4 Key before clicking the +
sign, the default will be for Local Information rather than the Bibliographic in both the Requests
Outstanding and Borrowltem Backfile Grids. This option only occurs if the focus is in the RQNO
cell.

This information is kept in the tbiIBorrLocals Table of QuickDOC.MDB and contains the following
columns:

RQNO - Request Number

ChgAsPatron - Charge if a Patron Invoice is issued

Dept - Department

ChgAsDept - Charge if a Dept Invoice is issued

CostCtr - Cost Center assigned for this item

Item - Year and Title

LocalDel - Internal Delivery Method

Rush - Is there a Rush on this internally?

LocalStat - Internal Payment Status, also on Backfile grid

Rec’d - Date Item received

Paid - Date Local Payment was received from Dept or Patron
Due Back - Date Item is due back to Lender (returnable items only)
Date Ret’d - Date Item was sent back to Lender (returnable items only)

Local Invoice - Invoice number for Patron or Dept
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- RONO  |[Patron Dept Libr Chrg |Year |Title temType [Hem |Sent Recd [Statu [Delh
AT 5432617 |Tate ;I 6249 COUCOA ;l £10.00|1982 |Am J commu |Journal |Copy |1/25/200Z 1/25:20 |Recen Mail
ChoAsPat|Dept ChgAsDe | CostCir Item LocalDel |Rush LocalStat 0 Recen Mail
§4.00 5249 F4.00 8224 1982 A J co |Pickup Mo Qpen 0 |Recen | Mail

210 Recen Mai

There are also two columns in this view that are not displayed, although they can be uncovered
by moving the vertical bar between RQNO and ChgAsPatron (for BorrLocalPat) or that between
Rush and Local Stat (for BorrLocalCHRG) to the right:

BorrLocalPat - Patron Number (not displayed)
BorrLocalCHRG - Holds the final charge (not displayed)

The highlighted cell is shown as above and any of the information displayed (except for the first
cell, which contains the Request Number) can be edited in the usual fashion, by either clicking at
an insertion point or typing over the currently selected value. Some columns, such as the
Delivery Method column, have dropdown lists to be used for changing values.

Local Charges — How and when are they computed?

The charges in the Patron and Dept columns are computed when the item is checked in (Status
changed to Received, using any of the check-in methods), and are based on the Local Charge
Profiles assigned to the Patron and Department. If you want to assign a different Patron
Charge or Department Charge, wait until AFTER check-in is complete and assign changes
only to Received items. Otherwise any changes you make may be overridden by the automatic
calculation.

The final charge (which will appear in the undisplayed BorrLocalCHRG column) isn’t figured until
the decision is made to generate an invoice, or to mark an item internally as Paid. When the
invoice is generated, either the ChgAsPatron or ChgAsDept value is used, depending upon
whether a Patron Invoice or Department Invoice is printed.

When an item is marked as Paid (with no Invoice having been generated), the charge assigned is
determined by which of the Local Status Choices is used: PaidPt (i.e., Paid As Patron) uses
ChgAsPatron and PaidDp (Paid As Dept) uses ChgAsDept.

If you edit any of these BorrLocal fields, the new entry will appear in blue and you will be asked if
you want to save the change when you click the minus sign to close this view.

Editing Local Item Record |

@ Changes Have Been Made in Local Charge Recond?

0ld Patron Charge = $0.00
MHew Patron Charge = $10.00

Save Changes?

Loansome Doc Requests

For the most part, Loansome Doc requests are treated as a typical Borrow Request.
Loansome Doc Patrons, even if they are out in the hinterlands and unaffiliated with your
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institution, come into the system at your behest and are considered your patrons on DOCLINE.
Treating Loansome Docs as Patrons also allows for Local Billing to track and bill Patrons no
matter which method they used to get the request information in to the library.

When Loansome Doc requests are first downloaded from DOCLINE they appear in the Requests
Outstanding Grid with the Status of Queue (Not yet sent). This is the natural state for a
Loansome Doc when it is first received, since we’re not sure whether it will be filled from the local
collection or transferred onto DOCLINE. Though there is a Sent Date indicated, it is for the
moment really an In Queue Date, since it hasn’t been sent anywhere yet.

Libr Chrg [Year |Title ItemnT |tem |Sent Rec |[Status |DelM |Rus |[M ~
PAUPHAﬂ $0.00 |1999 Home care p1|Journ |Copy |11/17/200 Clu jE-Mai Mo |N:
PAUHAN ~|%0.00 2000 Educational g |Journ Copy |1/7/2002 Received -
PAUSTY | $0.00 [2001|New England |Journ [Copy |1/3:2002 :',‘:::;EEPE

PAUPPP ~ | %0.00 |1993|New England |Journ |Copy |1/372002 PaidLender

MAUFHE | $0.00 |1999 |Eur J anaestl | Journ |Copy [11/27:200 AT
NYUCPS | $11.001994Crit reviews i |Journ |Copy |11/16:200 3031
NYUNYA ™| $11.00|{1997 [Clinical exp o |Journ |[Copy |11/15/200 0utsta|l'u'lail |Ho |$'

If this item can be filled from the local collection, it will skip the Outstanding status entirely and
go directly to Received (think of it as if it were a complete DOCLINE transaction, and you've now
got the item in hand, from your copier instead of the Mail Room, ready to give to the Patron).

When you mark a Loansome Doc as filled on DOCLINE, the update is saved in QDPortal (the
filename is LDXUpdt.txt) and updated to the database, checking it in as Received, with today's
date, with your LIBID as the Lender. If the update doesn’t occur automatically, make the change
manually on the Requests Outstanding Grid. In this way all your Loansome Docs, both those
you filled and those filled via DOCLINE, will be available for Billing and statistics in the same
format.

If the request can’t be filled from the local collection, transfer it onto DOCLINE in the usual
manner.

The status should change when this activity is picked up through the Portal (the filename is
LDXTrfer.txt), with new status value of Outstanding and the new Lender's LIBID replacing yours.
If the update doesn’t occur automatically, make the change manually on the Requests
Outstanding Grid.

The Source column is on the far right of the Grid (you'll have to scroll to the right to see it). It
indicates DOCLINE for regular DOCLINE requests and LOANSOME DOC for items input via LD
(even if it later gets transferred onto DOCLINE, since this is how we track Loansome Doc
activity). You can group together these Source groups on any Grid by clicking the Header of that
Source column and choosing Sort Ascending (puts DOCLINESs at the top together) or Sort
Descending (put LOANSOME DOCS at the top, together, after Source 'Other if you have any).

Searching Borrow Grid Records

My boss is asking me how many loans have we gotten at no charge versus the amount
we've paid for. Is there any way I can get this for either what we've borrowed or what we
have loaned using QD?

The Compute Totals Report will give you average cost per Loan/Borrow but not absolute
numbers for Free and Not Free. But we can get these numbers fairly easily from the Borrow
Grid.

1. Open up the Borrow Item Backfile and search by the relevant Dates
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2. Click Search; this will get you all records during that period.

3. Click the Header at the top of the Chrg column and choose Sort Ascending. This will
put all the Free items at the top.

Click the Record Selector next to the first 0.00 row (it turns the row blue), scroll down to the last
0.00 row and, holding down the Shift key, click the Record Selector next to that row. They all turn
blue and the "nnn Records Selected" gives you your answer at the top.

But this group also includes Not Filleds. If you want to eliminate those, click the 'Search By
Status' ribbon button and choose Status Equals Not Filled. That will get you a list of Not Filleds
for that period. Click the header over Chrg for that group and Sort Ascending. That will put the
0.00 Not Filleds at the top. Use the Record Selectors to highlight the 0.00 Not Filleds and you'll
have the number to subtract from the 0.00 records selected in the paragraph above.

Print Borrow Grid Records

The Print Recs button provides a quick way to get a printout of a Grid. The first time you
choose to print you'll be brought to the Page Setup screen, to choose your typical print
parameters (Margins, Orientation, etc.).

Page Setup for Printing Borrow Grid Items

Page Setup

1
\F
15
1=
In
1
1

It

-
! ’
p

These are saved as defaults (in a file called PageSet.dat) and used for subsequent print jobs. If
no settings are chosen, then the Page Setup form keeps coming up, so it's a good idea to pick a
default setting. Also, when you change printers, or if you encounter a Printer Not Found error
when trying to print from the Grid, you can force a new Page Setup by choosing Reset Printer
from the File Menu. This will clear out the current PageSet.dat file so that all new values can be
written for the new printer. You'll need to exit QuickDOC and re-enter for the Printer Reset to
take effect.
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Because the Print Setup is used mostly in the Grid Print process, the print-related choices on the
File Menu are often not enabled if a Grid is not being displayed. If the choice you want isn’t
enabled, just open any Grid and populate it with some records. That should give you the
following version of the File Menu (under File on the Menu Bar):

File Edit | Setup | AddN
[ ﬁ Cloze File

Save File Ctl+5

- (= Import ..
=1 Expart ...

Pages etup
T4 Reset Printer

& Print Presyig
= Brirt Chrl+F

I Esit Quickpoc

If the number of Grid records equals a print job of two pages or less, it will be sent directly to the
printer. There are approximately 30 lines on each page for Landscape and 37 for Portrait, so
that reports of fewer than 61 or 75 records, respectively, will be printed directly. If the report is
longer than that, you'll first get a message box asking whether you want a Print Preview first,
where you can choose the specific pages to print.

2 Al tems Received - By Request Humber

Print range

In the example above, we've chosen to print the first page, plus pages three and four.

You can also choose to print just Selected Records. First, select the records you want to print
by clicking on the Record Selector button (the leftmost column on the Grid). Hold down the Ctrl
key while selecting to add multiple records, or hold down the Shift key after selecting the
first record and click the Record Selector of the last record in the group to select all
records in between.
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Record Selecied = 1087289 Requests Where MaxCost Is Less Than Default .
Delete This Record By Clicking On The Delete Button ---> hatae For the Borrowing Library Afe Highlighte

Pressing Alt-D Or The Delete Key. Edit By Clicking Ot Selected Records ress <F2> {or Left-Click) To Edit Field.
You Want To Change : HE R S e

1015307 | PAUALT E 1999 |J Am Pharm 1372000 Receive Mail J

1016707 | PAULHO E 1998 |Drugs & agini| FREE |Journ|Copy | No |10/23/2000(Receive Mail
1041685 | NYURRC Ezuuu Br J of pharm Journi |Copy | Yes |10/25/2000 |Receive Mail
1085630 |MAUCOM E 1995 |Social work. Journi |Copy | Yes |10/30/2000 |Receive Mail
1087286 | MAUBET E 1999 (Science. Journi|Copy | Yes |10/30/2000|Receive Fax
1087289 | MAUBET E 1999 (Science. Journ;|Copy | Yes |10/30/2000 |Receive Mail
1110981 | NyUJES [E|2000 Drug safety Journ: |(Copy 11/01/2000 |Receive | Fax

T T

[This is the Record Selector column.] [All dark blue rows are selected.]

=

Add Borrow Item Form

Selected with the Toolbar Add Borrow button, or from the Menu Bar under Add New, and
Borrow, this form adds a record to the Borrow Item backfile. It can be a Non-DOCLINE item or
an item not successfully captured through QDPortal. The Add Borrow Item Form also
includes access to the Libraries List, for selecting the Borrowing Library, the Patrons List, for
selecting a Patron, as well as a Journal Titles List (which is searchable by Title, ISSN or NLM
Ul), which can also be used for incremental data entry. You can also use the Down Arrow key
to locate the Library (or Patron or Journal Title) and the Enter key to choose the highlighted
selection and transfer the information to the Add Borrow Items form.

If you begin typing the Library’s LIBID when the Libraries List pops up, the selection will begin
travelling down the list until it reaches the LIBID in question (assuming it’s already in there).

dd Borrowed ltem fﬁ‘Lihralies List >

419 Lib Record(z] Retrieved
Libraries List

I LIEID £] [Institution -
tequest Number: [44296 Lender: DEUKGH |Kent General Hospital

EFTSUP |EFTS Record
Patron:
on: | | FLUBMF |Bethesda Memorial Ha

FLUFLO |University OF Florida [l Search Libid |
Year: I ftem Type: IJOlIrIIaI v |ILUAHA |American Hospital Ass
—| Search Inst |

ILUAMA |American Medical Ass

I . |col « [ILUILL  [ILUILL Institution
lSearch | FESM: ey kel = |ILULZH |Alzheimer's Cente _Search OCL |

- ILURUS |Rush Presbyterian| Pressing Enter or chicking
it Tite: | Status: IRe':e""e“ 2 |INUCHL |COMMUNITY HO§pL transfer data to form
- MAUACU (Mew England Mutg
Charge: $| Del Method: |Mail " [MAUAGG |Addison Gilbert Hospit Add Library

MAUAJH [Anna Jaques Hospital

syright: cC |G - RefReasun:ILAc vl Purpose: IPa‘tient Ci vl MAUAST |Astra Pharmaceutical |

tation MAUAUS [Austen Fox Riggs Lib

MAUAWTF |Allmerica Financial Edit Library
lonth| voll Iss Articte: | MAUBAE |Babson College -
ITo retwrn to dadd Borroer formn |MAUBCY |Boston City Hospital/k

art Pg | ~—End Pg | Author: I rithout choosing a brary, MAUBET |Beth Israel Deaconess
[press the Left drvow key. >~ Ewit

: INWI]?, 2001 vI [t
B B | B Lk T Left drrow [or click) returng focus to Add Form

Clicking on that list item (or pressing Enter when the item is highlighted) effectively registers your
choice. Once you choose the Library from the list, the Library's values for LIBID, Charge (for
the Delivery Method indicated) and EFTS are filled in at the same time. If you don't want to
use the Lookup List, you can enter the LIBID directly (assuming you know what it is) by exiting
the Libraries List without making a choice:
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1. Double-click in the LIBID box (or press the Left Arrow Key) to return focus from the
Libraries List to the Borrower box on the Add Borrow Item form.
2. Type in the LIBID.

Check the libraries box to the right and it should match if your typed-in value is in the database.

Default values are also the settings for each of the Combo Boxes, although any others can also
be chosen from the dropdown list.

Enter the Patron from the Patrons List in similar fashion. You can also search the Last Name,
Department and Cost Center fields to narrow down the choice.

In order to track Patron activity, you should create a Patron Record if the name you want isn’t
already on the list. Use the Add Patron button to get to the Patron Information Form.

Pl |

Start typing in the Last Name field to 971 Patron Fecord(s) Retrieved Sorts can be reset by clicking
travel down the list. ) Patrons List on the header of the cobmmm
1est Humber: |44296 Lender: IILUHMH Iﬁa:ille%l :;:lk M g:l%l ﬁmz:%ﬁ;ﬁm_
Patron: I I Daly Eowyn LIBR
Dals J ay LIBR
Danforth David PSYC _ 1 SearchLast |

Year: I em Type:
arch | 15SH: I item Form:

i Title | Title: I Status

Journal | |Danias Peter CARD

Daniels Pamela H.|SO0Cw Search Dept I
ICopy Darby David MEUR
Darby John ANES Search Eoletrl

_ Darby Randy ANES
[Received Dasche John (Baw| |NEUR

Davern Tim MED
Charge:$|1u'uu Del Method: IMaII Davidow Ermest 0BGY Add Patron
Davidson Harriet MURS -
ht:cc |G - RefReasun:ILAc vI Purpose: IPatient Davis M atthew SURG
- De Silva Don P. |ANES
Debeasi Linda Ccu MURS Edit Patrar
1| ll'ull Issl Article: | Deignan Eileen DERM B
Delucca Janet SPEC
'a | —End Pg | Author: Pressing Left dmow key || Demediuk  |Barbara PULM -
il returm to form,  =— 1| 4 i
™ Rush?[" Sent: |Nwl]?, 2001 | pec:

Now 07, 2001 lEetters typed are echoes here for checking. |_
Searching dal

The program keeps a table of Journal Titles, ISSNs and NLM Uls, sorted alphabetically by
either ISSN or Journal Title, which can be used for authenticated data entry. Choosing an item
from the list will fill in both the Title and ISSN text boxes.

& Add Borrowed Item - 10l =|
iypmg in the IS5H here..‘./ ...travels doem the Journals List hetie Enter to accept. |
L5
. |14296 . llLuama <--- Journal Titles - I55Hs -
- :Ihzc::‘l::ist Humber: I Lender: I ISSH 1 Title =
5 ons . . 001 0-0234 | Coeur et medecine
; - LIBR
clow o search lst 1% |Colett, Margo | 0010-0277 | Cognition
yvond ox o add 2 0010-0285 | Cognitive psychology
itle not on the list. tem Type: |J°l|r“a| 'l 0010-0641 |Archivos del colegio m
001 0-065K | Coleoptensts’ bulletin
Jirl Search I ISSH: kem Form: | COpY ~ | |0010-0765 | Collection of Czechosl
= 0010-0978 [Cahiers de medecine

7 itle: |Coeur et medecine interne  giatus: IRecei\red vl 0010-1087 | Transactions studies o
Hew lmi Tiie] Title: I = 0010-1559 |J colorado dental asso
Charge: $|1“-““ Del Method: IMﬂil 'l

The first match after three digits will move those values over to the Add Borrow Item form. But
keep entering the ISSN until it travels down the Journal Titles — ISSN List to the correct Journal
Title. At that point press Enter or click on the entry to move the values for ISSN and Journal Title
over to the Add Borrow Form.
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If you don’t know the ISSN, leave it blank and press Enter twice to use the Title box in much the
same way as the ISSN box: For an incremental Journal Title Search begin typing the Journal
Title, using the common QuickDOC abbreviations (see below) and the list will be populated after
the third character. Continue typing until you reach the desired title (it would require Br J ha to
get to Br j haematology, for example).

You can also use the Journal Search button in the Add Borrow Form to search on title words:

Journal Title Search x|

Type in the letters o zearch for indrml Title:

Cancel |

Itraumd

would return all titles with “trauma” in the Journal Title.
Use the New Journal Title button to move to the Add/Edit Journals Form to add a title.

Once the Journal ISSN and Title have moved over, a new Edit Journal Button appears, which
can be used to move directly to the Add/Edit Journals Form.

If the Journal Title is not on the list, you can add the Title and ISSN so that it's included in future
lists, or you can just add the title for this request only (without the ISSN). Since we don't keep
track of ISBNs, this will always be the case for monographs.

When entering titles directly, either here or in the Edit/Add Journal Title form, try to use the list of
Journal Abbreviations that appears just off the right side of the form, so that future sorting and
displaying of Journal information can be consistent. You can enter a Journal abbreviation by
clicking on it, or simply by typing it in on the form.

Journal Abbreviations used in QuickDOC are few and fairly standard.

Journal Abbreviations

Journal Abbreviations

[ E—— I AR TH S
Am AmeErican
Ann Arnals of
Annu rey Arnual review of
Arch Archives of
Aust Auiztralian
Br Britizh
Bull Bulletin of
Crt Critical
Curr Current
Eur European
Exp Experimental
Int International
d Journal [of]
Probl Froblems in
Proc Proceedings of
Revw Reviews in
Scand Scandinavifan.cal
Trans Tranzactions of

Click On Journal sbbreviation To Select

An attempt will be made to automatically format data entered for Citation information, etc., so
that keyboard data entry can be as efficient as possible. In general, the following rules obtain:
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13.

14.

15.

16.

17.

18.

19.

20.

21.

22.
23.
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You can retrieve the last entry made in any text box during the current session by
pressing <F3>.

Lender and Patron entries are made from the appropriate List.
The Dept box is always filled with the Dept filed with the Patron.
Entries with Combo Boxes respond to typed entries by travelling down the list of choices.

ISSN and Title boxes present a list matching the first three letters typed and then travel
down that list for each additional letter typed. Press Enter when the correct item is
reached.

Lender Charge and Local (Patron/Dept) Charge boxes are completed with the default
charge filed for that Delivery Method in the Lending Library and Patron record specified.

The Max Cost box is automatically given whatever value is entered in the Charge text
box.

Date fields and Combo Boxes retain the values from the previous entry as defaults.

All citation information (including Month) can be typed in lower case and QuickDOC wiill
attempt to reformat after you press Enter for that field (you can press the Up Arrow, or
Shift-Tab, to return to a previous field if the automatic format is not to your liking).

When typing in page numbers, if you press the dash (-) after the Start Page the cursor
will jump directly to the End Page.

The Print Copy Checkbox will retain its last value (True or False) from session to session.

The Alt-A accelerator key will work to simulate a click of the Add Record button from
anywhere on the form

The complete Add Borrow Item form will look like this:

g Add Borrowed ltem 0] x
- - [nfortmation on local
<F3» = Last Valus: Kelley ki HPress [F3] in any text box to tetrieve the last entered value. | (Patron/Dept) billing
AR IILUAMA ~ Local Infarmation| retmnablesl here.

Request Humber: |44296

PatDept Chrg:

11.00 *+
Interoffice Mi ~

IOpen 'l

Patron: ICoIetti, Margo ILlBR Local Del Meth:

Local Status:

Edit Journal I Year:
JinllSearzh I ISS5H:
ﬂewdmlTitlel Title:

|2[Il]l]
Il]l]1l]-9452

Item Type: I.Journal "l

|Cortex; aJdevotedto st goy e IReceived 'l

Charge: § |1 1.00

Copyright: cc |G

hd RefReasnn:IHOT Owned ]' Purpose: ||:"’ﬁ‘3"t C‘Ll Source: IDOCUNE

Iﬁ Date Paid:

. |Copy v

tem Form: Date Due:
Date Returned:

Del Methol: |Mﬂ" 'l

Local Invoice & |

IW'hen checked, will print 2/page hardcopies. !

’__If

Print Copy? |V

Add Record |

Citation
Month [BPT  yorl36 s )2 Article: |New learning and remote memory
Exit
Start Pg [195 —-EndPg 311  Author: [Pullalmﬂ E ]Mﬂt Cost:§ [11,00 4'
I“"'utrent box has aqua background.

|Help for each field is in wellow box below. |

EFTS? [

Rush'-'|_ Sent: |qu? 2001 +| peca: |qu? 2001 ~| paja; |__,_J Clear Furm |

Enter Alticle or Monograph Author[s]. You can type characters without regard for case and QD will attempt to

match the typical "Smith JJ; Jones LL' format. Comect any infelicities after First format.

Clear.

<F3> =

Last Entry; <F5> =‘
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The Borrow Note field (not shown above) appears just above the yellow Help box and permits
entry of 50 characters. The Payment Number for any Payment to Lender always appears at the
beginning of this field and should be left in that position, with other information added after it.

The Print Copy checkbox determines whether a printout of the information for this request will
be after the record is added. If you want hardcopy printouts of each item added, check this box.
Once the box is checked (or unchecked), that value is filed in the tblLocals table of
QuickDOC.MDB as

PrintBorrowAdd = True
and becomes the default thereafter.

Requests are printed two to a page, so you won’t actually see the first printout until after the
second request is entered. If the Exit button is clicked after an odd number of records were
added, the last request will be printed at that time on a page of its own.

Since these printouts use your Default Printer, it will also use whatever default settings your
printer was left at during your last print job. Watch out for situations where the printer was left at
Landscape instead of Portrait, or where some other application set the printer to some special
setting and never reset it back. Strange characters may result in the latter case. Turning the
printer off and on will usually reset the default settings.

Print Format of Added Borrow Request

Borrows added using the Add Borrowed Item Form have the following format:

Added Borrow Request Number: 44296
Date Added: 7-Nov-01

Journal Title: Cortex; a J devoted to study of nervous sys

Citation: 2000 Apr;36(2):195-211

Article Title: New learning and remote memory.

Article Author: Poliakoff E

ISSN: 0010-9452

Request Status: Received Source of Request: DOCLINE
Item Type: Journal Item Form: Copy
Delivery Method: Mail Referral Reason: NOT
Copyright: CCG Purpose of Request: PC
Patron: Coletti, Margo

Dept: LIBR

EFTS Pmt: False Rush Request: False

Lib Charge: $11.00 Local Chrg: $11.00
Sent To: ILUAMA Local Del Method: Interoffice Mail
Date Sent: 7-Nov-01 Local Status: Open
Date Recd: 7-Nov-01 Cost Center:

Date Paid: Date Paid Local:
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Local Information

Values in this group are related to Local Billing and management of returnable items. The
Local Chrg (Pat/Dept Charge) is the amount that will be (or has been, if it's already been paid)
charged to the local Patron, Department or Cost Center in Local Billing. Anything entered in
Pat/Dept Chrg will be saved in all three Charge fields (LocalCHRGAsPatron,
LocalCHRGAsDept and LocalCHRG) in tbiBorrLocals.

The Local Delivery Method refers to the method by which the item goes from the Document
Delivery operation to the Patron. It is often the same as the main Delivery Method (and will
always be the same if the item is shipped directly to the Patron) but may also be different.

Pickup is the default, but if you change that method, the new method will become the default for
the next item added.

Local Status is either Open, InvPat, InvDep, PaidPt or PaidDp.

Date (Local Item) Paid is for the local (Patron, Dept, Cost Center) payment, not the payment to
the Lender.

Date Due (back to the Lender) can be entered for Returnable items.
Date Returned (to the Lender) can also be entered for Returnable items.

Local Invoice # is for cases where you are re-entering an item for which an Invoice has already
been sent.

Dates on Added Borrow Records

Today's Date will be the default date for records added, but previous values are kept from record
to record in most cases, so that repetitive data entry might be reduced. In all data entry Date
fields, the format is now mmm dd, yyyy, so that International dates can be entered in a format
understood no matter what the machine's Date setting format might be. If you press "D" in the
Date Rec'd text box, below, the entry will jump to "Dec" since that's the only match. You can also
use the dropdown calendars, as always, for entry of dates.

EFTS Request:[~  Rush?
quest:[" Rush?[ Date Rec'd Date Processed Date Paid

Copyright: cc|G =] |Mar 191 2002 j |Mar19, 2002 j |__,_ v| Eleer BT |

Enter Date Aequest Was Received.
Function Keys: <F3> = Today <F4> = Open Calendar <F5» = Clear

Entering Multiple Borrow Records

There are function keys in Add Borrow Data Entry Fields that may help with data entry when
entering multiple records.

The <F3> Function Key will Restore the Previous Entry in this field.
The <F5> Function Key will Clear this field.

The function keys in Add Borrow Date Fields have specific duties:

The <F3> Function Key will enter Today’s Date.

The <F4> Function Key will display the Calendar (useful if your hand is on the keyboard, not the
mouse).
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The <F5> Function Key will Clear the field.
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Patrons

Records for Patrons are held in the QuickDOC.MDB database primarily in the tblPatrons Table,
with associated records in tbIPComms, tbIPDCharges, tblPatronPrefPmts, tbIPDAddrs,
tblPrefixes, tblStatus and tbISuffixes. Lists of Patron records are available in a column on all
Borrow Grids, as well as through the Patrons List.

The Patrons List

Displaying Patrons

Records for Patron are primarily accessed through the Patrons List (on the Toolbar) as well as
under "Lookup" on the Menu Bar, under Patrons. The Patrons List also pops up in other places,
such as when you're adding a new Borrowed Item, or when searching by Patron in the Local
Billing Grid, so that the Patron can be chosen from the list.

#2 Patrons List Sort columns b].u:]r.lng on header. | EI

1004 Patron Record(z] Hetrieve_EI____.--”“—

Paksens Tist Lizt of Patran
Last2] &—First M |Dept l«| [Recods
[Mone] {Honej A [Currently in the
Abbott Charles HEOMN Database
Abbott Donna GAST
Abbott Jodi OBGY Search Last I
Abel Ewvan D. |EMDO
Abramson Douglas SURG Search Dept I
Abramson Elizabeth ADM
Abramzon Jack P5SYC / Search Costhh
Abu-lawdeh |Graziella PATH [iearch for all values
Ackerman Barbara SURG [ontaining search siring
Ackerman Steven J. |[INFE column specified.
Adams Cindy CATH Add Pat
Adams Mancy MED - sHen
Aijl Lezlie NURS
Akerkar Geetanjali MED
Akhoun Yimal AMES .

Edit Pat
Akiguchi  |Itaru ENDO S
Alameddine |A. K. |CARD ——
Alberti Anne NURS _|;|
dl | B Exit
ters ed in incremental search ear here.

The list shows the Patrons in your file alphabetically by Last Name, which is the default sort
order. Start typing the first few letters of the Last Name to jump ahead on the list, or use either
the Down Arrow key or the Page Down key or the scroll bar at the right of the list to navigate
further. (the None Record, by the way, is a place saver for No Patron, and can be used in
records where the Patron name is unimportant, or when you want to delete a Patron record while
the Patron you want to delete still has backfile activity in the database. The horizontal scroll bar
at the bottom will expose the Cost Center column of the list if you drag it to the right. If you hold
the cursor over any entry that is wider than the column width, a tool tip will appear with the full
name visible.

As an item is selected (either by clicking on that line or by pressing Enter after moving down the
list until the Patron you want is highlighted), the Edit Patron Button is enabled (to switch from
Edit Patron to Add Patron, click 'Clear Choice'; the List will then be set to the topmost entry and
the Add Patron Button will be enabled).
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Searching for a Patron

You can search the Patrons List for specific matching entries by clicking on one of the search
buttons. You can search the Last Name column, the Department column, and the Cost Center
column. When you click the appropriate button, an input box will pop up. Enter any amount of
characters you want matched and the list will then display only those records where that matching
group of characters appears anywhere in the field.

To choose or edit a Patron, click on the line that contains the entry you want: the 'Edit Patron’
Button will be enabled and that Patron will be your current choice.

To reset the Patrons List after a search to its full number of entries, click once on any item in the
list to highlight it, and then either click the Clear button or click the header at the top of the Last
column to start the sort on that column.

Sorting the Patrons List

You can sort the Last Name, Department or Cost Center columns in ascending or descending
order by clicking on the header at the top of the column.

Deleting Patrons

Click the Edit Patron button to bring up the complete Patron Information Form, and then click the
Delete Patron button on the lower right of the General Tab.

If the Patron has any activity in the database, other than in the tbIPatrons Table, itself, you'll first
need to transfer that Patron’s activity to the (None) Record by using the Transfer Activity button
and pointing to the (None) Patron Record. See Transfer Patron Activity to (None) under
Patron Information Form, General Tab, below, for more information.

While the Transfer Activity button will do the job, changing the Patron referred to in a variety of
Tables from the real Patron to the placeholder (None), the default record, it's worth considering
what might be lost. First of all, there will be no Patron to refer to in future reports. While the Dept
and Cost Center information for each request will remain, any Patron-related information (such as
Patron Status or Suffix) will be unavailable for reporting purposes. Local Payment information
will also be transferred to the (None) Patron record, where it's aggregated with all the other
(None) transfers. And finally, once this transfer is made, there is no easy way to reverse it.

Editing Patrons

Click the Edit Patron button to bring up the complete Patron Information Form. Double-clicking
a line is the equivalent of selecting it and clicking the Edit Patron Button, and will also open the
Patron Information Form.

Inactive Patrons

Inactive Patrons are not included in the Patron List that displays in QDPortal at the upper right
of the screen during the DOCLINE session. On the Patrons List in the main QuickDOC program,
they are displayed, but with an [I] (for Inactive) at the beginning of the Ml field to alert you to their
status:



137.

%4 Patrons List X
1064 Patron Becord(z] Retieved | [I] in Ml = Inactive

Patrons List [ List of Patran
Last&] First M |D¥ept 14| [Recods
iNone] (Honej A [Currently in the
Abbott Charles HEON Database
Abbott Donna
Abbuott Jodi Search Last I
Abel Ewvan
Abramson Douglas @ Search Dept I
Abramson Elizabeth [[ITADM
Abramson Jack PSYC Sz il
Abu-Jawdeh |Graziella PATH

The [I] is actually included at the beginning of the Middle Initial field and is automatically added
or removed when you change the Active status on the Misc Tab of the Patron Information
Form. Consequently, while it is possible to add it or remove it directly, checking or unchecking
the Active checkbox is the preferred method (since adding an [l] to the Ml field won’t actually
change the Active value!). Because it's added at the beginning of the field, it preserves the actual
Middle Initial, but only if that value is 3 characters or less, since the maximum length of that field
is six characters.

Patron Information Form

The Patron Information Form consists of five tabbed forms, located by clicking on the Tabs at the
top of the form or by pressing Enter (or the Down Arrow) in the last control on the previous form,
except on the Misc Tab, which is the last Tab visible. Pressing an Up Arrow from the topmost
control of any form except the General Tab will move back to the previous Tab.

Patron Information Form — General Tab

The General Tab presents general Patron information, along with a snapshot of values set on
other Tabs, including Local Address information; phone, fax and email data; Cost Center and
Local Charge Profile.

The LastName and First Name fields are self-explanatory. The Middle field is technically for
Middle Initial, but it can hold up to six characters, so it may contain an entire middle name
(especially if this helps to differentiate Patron records) in some cases. The Local ID Field will
initially contain the old DOS QuickDOC Patron Number, if you have imported Patrons from old
QD, but is thereafter free for use in whatever scheme you have, locally, for identifying Patrons
(Employee Number, SSN, etc.). The Mail Stop field is for local mailing address, usually a Room
Number or PO Box.

The Dept (Department) field is a dropdown combo box with all registered Departments listed. If
you change the Dept value in a Patron record, you will be asked (when you have finished
editing and click either Apply or Ok) whether you want this new Dept value to replace the old
value in QuickDOC.MDB for any instance of the Patron record in QuickDOC.MDB. You can see
the Message Box below, in the Clone Patron section.

If you say Yes, then all values in any table of the QuickDOC database that also hold a separate
Department value will change that Department value to this new one. This is an easy way to
make a Global Department Change for any Patron.
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%3 Patron Information ; X

i4] General Iﬂ Comms | Charges | ﬁ;‘l Misc. |

E32 Last Hame First Middle Last Modified
|ﬂhu-Jiw:|=I1 |Graziella | |21-0ct-01
Transfer Clone Clear/Reset
Local ID Ilﬁ:ﬂ] Actiity Record Thiz Record
Local Address Edit Lozal &ddrezs | Local Phone/Fax, etc [Comms=s Tab]:
[Beth lsrael Deaconess Medical Center ESEU? PG1644

|33EI Brookline Awve.
ESED? PG1E44

Boston, KA 02215
’rl‘.:harge Info {(from Charges Tab)

Cost Center: Charge Profile: II:u:-st of Fequest

ast Hame can be up to 50 characters. K you

hange this Value from Abu-Jawdeh to another ok Aipply
alue, QD will re-map all old tems to the new value - -
Is0.

Cancel Delete Patron

The remainder of this Tab shows current values from other Tabs (to permit one-stop lookup of
common values; if you want to make a change to one or more of these values, move to the Tab
specified) plus various command buttons for performing certain functions or accessing the Local
Addresses form.

Transfer Patron Activity
This is a quick way to Merge Patron Records. To transfer activity from one Patron record to
another, use the following steps:

1. Compare the old Patron record to the new, adding any unique data from the old record to
the new record on the appropriate Tab.

Bring up the old record, and click the Transfer Activity button.

The Patrons List will appear. Choose the Patron you want to transfer activity to.

A message box will appear (as illustrated here for a transfer using two patrons with nearly
identical names):
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Transfer Items to Battaglino, Ricarde |
Ready to Move all Activity from Patron Battaglio, Ricardo
To new Patron: Battaglino, Ricardo
Mew Dept = [Mone]

Are pou sune you want to merge thiz Patron activite?

] me |

5. Click Yes if you want to move all activity in the database that is now assigned to the
patron on the first line to the patron on the second line.

Click No to back out of the entire deal.

7. If you click Yes, all the activity assigned to the first patron in any table within
QuickDOC.MDB will be assigned to the second patron. You’'ll next be asked if you want
to delete the old record:

Delete the B attaglio. Ricardo Fle:i |

Patran Activity moved from Patron Battaglio, Ricardo
T o new Patron: B attagling, Ricardo

Feady to Delete the Old Patron Record. Delete Mow?

8. Click Yes to delete the old record (the usual choice) or No if you want to keep it around
for some reason.

Transfer Patron Activity to (None)

This is the way to Delete a Patron Record while preserving all its associated item records.
As an example, Patron Allbrich, in the Grid below, is seen to have two records in the database
(this was an All Records search using the By Dates button), both Received in 2002 and one of
them with an associated charge of $5.00 paid by the Patron. Both records have a Dept, MED,
and a Cost Center, which happens to be Dept of Medicine, rather than a numeric value.
[TEETITII O FIE T Z5--Fai-U], Sedn CIY RETm

atron Albrich still has two items, including a Ordered By Date arid c_om'éininq Values Erteréd.
ithDepfland(Cost Center)information. L : Sl tw] Also Show 0.00 Itern

RONO Patron PatChr [Bept |CostCe |ltem Local |Ru [Local [Recd [Raid On [Locallmvoice
J‘ﬂ’ 7654269 |Albrich =|$5.00 |[MED |Dept Of [1996 Health care |Pickup [No |PaidP 8/6/2002 |8/5/72002[Pmt000003
J* 7644197 |Albrich ~|%0.00 |MED |Dept Of 1996 Health care Pickup [No Open |9/3/2002
J* 1194205  |Arnchk *|$0.00 |DERM 2000 Acta dermal |Pickup |[No |(Open [11/3072000

To delete Patron Albrich, while retaining the other values, use the following steps:

1. First edit the Patron by clicking Edit Patron on the Patrons List



2. Bring up the old record, and click the Transfer Activity button. The Patrons List will

appear. Choose the (None) record at the top of the form.

Alberti Anne NURS Bud Patron
Albrecht Pauline MURS

‘Albrich Werner . |MED

Al Moiin RD :

Alrajhi Abdul ME Edit Pation
Althauzen |Leonid SOCW E

A.l!:man P[Egu[}l ORBTH 'LI Edit Thiz Patron.

Fatrong List
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eral I T comms | Charges Misc. LastZ] First M |Dept
The (Hone} record —iNone] (Honej
Last Hame First Mii | Abhott Charles HEOM
Albrich [werner [ |Abbott Donna GAST
Abbott Jodi OBGY
D # | Transter Cla (Abel Evan [I1|ENDO
Activity FHec |[Abramson Douglas SURG
3 i 5 . g 1] |ADM
Stop: I |Transfer thiz Patron's activity to anaother Patron Becord and Delete this recaord. [
’ . == IT."W I e Pt

3. A message box will appear referring to the prospective transfer (and also noting that the

Dept value will not be replaced):

Transfer Items to [None]. Patio |

Ready to Move all Activity from Patron Albrich, YWerner

[Mew Dept = [Mao change from MED] )

Are pou sune you want to merge thiz Patron activite?

Click Yes if you want to move all activity in the database to the (None) record.

Click No to back out of the entire deal.

If you click Yes, all the activity assigned to the patron in any table within QuickDOC.MDB

will be assigned to (None). You’ll next be asked if you want to delete the old record:

Delete the Albrich, Wermer Rec: |

Patran Activity moved fram Patron Albnich, Werner
To new Patron: [Mone],

Feady to Delete the Old Patron Record. Delete Mow?

Click Yes to delete the old record. A look at the two Albrich items in the Local Billing Grid will

now appear as



fter Merge to (Hone},

atron records change, De)
entsxre re-idirected tothe {Hone) record, Ppenitems are 0.00 for Patron.

CostCe

and

don't, any

“dit Eield¥] Al50 Show 0.00 Item

141.

hd RONO Patron PatChr |De| em Recd Paid On |Locallmvoice|
L] + 7654269 [Nnnef ~l$5.00 MED Dept Of |1996 Health care T’Tckup\Nn PaidF (8/6/2002 s—m@muuuuusﬁ
L] =T 7644197 {None} _*|$0.00 |MED Dem\()f 1996 Health care |Pickup No TOpen (9/372002
| |+ 351627 Abramsa ~|$0.00 |ADM popq .:I)fMedici“erlesthesinll Pickup |No |Open
J‘*‘" 1194205 |Arndt *|$0.00 |DERM 2000 Acta dermal |Pickup [No |Open [11/30/2000

| 2827922 |Bekhtl _~|$11.00 |ANES 1997 J endovasci Pickup No |Open |4/30/2001

As you can see, the Patron Name Albrich has been replaced with (None). Dept and Cost
Center remain the same. The payment remains, but it is now assigned to (None) as the
Patron making the payment in the tbIPatPayments (table of Payments made by Patrons).

Clone Patron

This is a quick way to create a Second Matching Patron Record. To make a clone of the
current Patron Record, click the Clone Record button. The primary use for which the Clone
Button is intended is to create an exact copy of the current patron record, which will then be
available for changing only the field(s) necessary to distinguish between the two. Typically, if you
have a Patron whose requests should be charged to more than one Cost Center or

Department, you'll need to make two records for that patron: one for each Cost Center or
Department, so that you can choose the correct assignment right at the point of first entry. Use
the following steps:

1. Make the first Patron record (if it hasn’t already been made) using one of the two (or
more) Cost Centers or Departments. Here’s an initial record, with the initial Patron record
number (45) at the upper left corner:

&

Mail Stop: |

Local Address

La=t Hame First Middle La=t Modified
I[.'lnly' IEuwyn I |2'I -Oct01
Tranzfer Clone Clear/Feset
Local ID # IH‘“ Achivity Recard Thiz Becard
Dept |MEDLIB =l

Edit Local Addiess | Loeal Phone/Fax, ete [Comms Tab]:

2. To create the clone, click the Clone Record button, and a new record, with a new Patron
number (4739, below), will be the current record. All the record’s values (except the
Patron number) will be the same as the first record. Change the field (e.g., the
Department field, below, changed to OBGY, or the Cost Center field on the Charges
Tab), necessary to make this record distinctive:

734

Last Hame First Middle Last Modified
[Daly [Eowyn | |05-Apr-02
Transfer Clane Clear/Heset
L 11D & i .
oca |[44] Achivity Recaord Thiz Record

Mail Stop: |

Local Address

vept FEEMN -

Edit Local Addiess | Loeal Phone/Fax, etc [Comms Tab]:

3. Make any other changes for this new record and click Ok. If you made the change, as
above, in the Dept field, QuickDOC will ask whether you want to change ALL previous
requests from this Patron to the new Dept (as it does with any Dept change in a
Patron record):
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Change 01d Records? X]

Department ' alue for Patron Daly, Eowyn haz been changed.
0ld Y alue = MEDLIE
MNew Walue = OBGY

Do you want to change ALL previous requests from this Patron o the new Dept OBGEY?

] me |

4. Since there aren’t any 4739 Eowyn Dalys in any table (the search is by Patron Number,
not Name, and any Eowyn Dalys with activity will be under the first Patron Number, 45,
not this one, 4379, since we just created it), you can safely click either button. Most will
click No, | would guess, in any event.

5. When you click Ok to finish you'll find yourself back in the Patrons List and you'll see this
new Daly, Eowyn record in the List, with the new Dept, etc. In addition, this new record
will now also be listed, right beneath (or above) the first one, in the Patrons List that
appears in QDPortal online, so that you can select the correct Patron/Dept/Cost Center at
the time you send the request.

Editing Patron Name or Dept From a Borrow Grid

When you come to the Patron Information form by clicking the To Patrons button on a Borrow
Grid, you can make Patron Last Name, First Name and Dept changes, along with changes to any
other fields in the Patron record. When you make changes to the first three fields, however,
changes must be cascaded through many other associated tables in QuickDOC.MDB. And
when this cascading occurs while a Grid is displaying data, the Grid must be closed, the changes
made (if any), and the Grid re-fetched and re-displayed. Since this may take some time, you'll
see a message displayed while the Edit form remains visible:

_ n maldng changes to fields that are propagated into many tahles

Patron IN_ hile a Grid is open, there will he a marked delay while the changes are
Gomez.Sa| (None] 1o ALL associated tables, and then while all the Grid data is Mail
it fetched. It could take up to a minute, as suggested helow, for a Glohal

Jones t change to thizs Patron. Changes outzide Grids will be guicker. Mail
Gomez-Sa INane] INane] Mail
Gomez-Sa Charge Info {from Charges Tab}) Mail
P Cost Center: Charge Profile:

Lemos a IEDst of Request Fax
T -

Lemos = = = Fax
_— hecking for associated records to update... This -
Ard ay take some time, so please be patient... APply Mail
Canthuwac — Ml

Since the wait can seem interminable while you're itching to get on with more changes, it makes
sense to make any extensive changes to Last Name, First Name or Department fields using the
Patrons List rather than the To Patrons button on a Borrow Grid. But if you do make changes
from the Grid, just be patient: the hourglass really will go away, eventually.

Clear/Reset Patron Record

Clicking the Clear/Reset This Record Button on the Patron Information General Tab sets all
values back to their defaults for an empty record and prepares for the creation of a new record.
The values on the form are the same as if you had arrived here by clicking the Add Record button
on the Patrons List.
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Local Addresses Form

The Local Addresses form is available from either the Patron Information form or the Department
Information form by clicking the Edit Local Address button. Because addresses for Patrons
and Departments are often identical, it makes sense to save this information once and assign it to
individual Patrons or Departments rather than repeat it for each Patron or Dept record.

This information is stored in tbIPDAddr in QuickDOC.MDB and can be added to or edited by
clicking the Edit Local Address button on the General Tab of either the Patron or Department
Information forms.

Each local address record is given a unique record number in the PDAddr Table (the record
number for Institution Name (Address): Beth Israel Deaconess; and Street1 (Address): 330
Brookline Ave.; is 2, in the sample below), and that record number (field PDAddrID in the PDAddr
Table) is then assigned, if selected, to Patron and Department records when choosing the Local
Address from the combo box (it's held in the PatronAddrID or DeptAddrID field of the
appropriate table).

Anytime an address is needed for a Patron or Department, a lookup is made in tbIPDAddr for the
values in the record number of the appropriate AddrID field. The Local Address Information
Form looks like this:

=i | ocal Address Information x|
Institution  Merge Addr I Local Address List
IBeth Israel Deaconess k| Institution Mame |Street] Street2 City -
Bartlett Hall 720 |55 Fruit St Boszton
Streett Benchmark Biola | 521 West | Lincoln
|33l] Brookline Ave. Beth lsrael Deac | 330 Brookl Boston
Streetd Carolina Retina || 7620 Trenl Columbia
i Chriztug 5t. Jose | 820 Clarks Pariz
I Clay E asterly Me | 180 Debuy Biloxi
City Columbia Eye Cli| 1333 Taylc Columbia
Columbia Womer | 1301 Taylc Columbia —I
IB“‘“““ Department OF N|1514 Jeffe New Orea
State/Province gepal:]mfeat 1] IS gﬁlz:;:l;janf ful:mhia
: epl. eurolc ork ackson
IMA ]T Lleey Chnoicts Dept. OF Surgery | 1514 Jeffe Hew Orlea
) Divizion Of Geriz |9 Richland Columbia
Postal Code/Zip East Texas Medi|501 § Rag Jacksonvil =
{02215 1| :
Hotes ||nstitutiu:un Mame. Mormal Capz assigned at initial Data Entry. [Editing Record # 2] |
164 Local Addrezs Record(z] B etriewe
ak. Aaply
Back Delete Addr

Institution Name: This will be the General Institution in most cases but may also be an alias or
internal moniker. It may be a completely different institution for Loansome Doc Patrons. It
may also be blank, which may signify no local institution or the default local institution or just a
missing value. You can see that the potential for duplicates here is fairly strong. The MergeAddr
button will be useful to bring these duplicate (or redundant) addresses together. The field name
is PDAddrIinstName and allows 60 characters.
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Deleting a Local Address

To delete a Local Address, click on it on the list, to move the values into the edit boxes, and then
click Delete Addr. If the address hasn’t been assigned to any Patron or Department, then the
delete will be performed. If it is assigned to any Patron or Department, you'll get a message box:

Delete Failed =]

The Delete was abaorted far the fallowing reasan;

The record cannot be deleted or changed because table 'Patrons’ includes related records.

[-2147467259]

Reassign any Patron or Dept records and try deleting again.

Automatic Capitalization

In most cases, when you are entering information into a new field (no previous data value),
QuickDOC will try to capitalize entries based on a rule. Usually it’s the first letter capitalized for
each word, but the Help box that displays when the field is entered will usually let you know what
kind of capitalization or formatting will be applied to any entries in that field.

Whenever (as above) the help box says something like “Normal Caps assigned at initial Data
Entry” it means that QuickDOC will try to assign automatic capitalization based on the initial
letters of words typed into that field. In the Institution Name field above, if you were creating the
record, you could type “beth israel deaconess medical center” into the Institution box and, after
you pressed Enter or Tab or clicked on another box, the entry would re-assemble itself and print
out in the box as “Beth Israel Deaconess Medical Center,” with the first letters of each word in
uppercase, which happens to be as it should be.

But what if you wanted an institution named “BIDMC Medical Center?” If you type “bidmc medical
center” into the Institution box and press Enter, you'll see “Bidmc Medical Center” after pressing
Enter, which is close but not exactly what you wanted to enter. Unfortunately, even if you type
“BIDMC Medical Center” in most of these fields, it will first re-set to lowercase characters and
then apply the capitalization to the first letters, with a result exactly like the first.

If you're worried about the capitalization that might be applied, enter the value in its proper format
and press Enter. Any format/capitalization changes will be applied and displayed immediately. If
they are not to your liking, press the UpArrow key or Shift-Tab or just click back into the field
you're not satisfied with and re-type the correct field values, just as you want them to be
displayed. In the case above, manually change the “idmc” in the field to “IDMC” and press Enter.
Once the field has an actual value, entries are no longer vetted for capitalization and are
assumed to be edits.

The general rule is that, for initial entries into empty fields, QuickDOC tries to add the proper
capitalization, so that you don’t need to think about Shift Keys while entering information. But if
this should result in a bad capitalization format (like Bidmc or Nih), just register the change (by
pressing Enter or Tab or clicking on another box) and then click back (or press Shift-Tab) into the
box where the change needs to be made to correct the format (change idmc to IDMC or ih to IH),
and then Enter (or Tab or anything to exit that box) so that the change can be registered. (Box
should now read BIDMC Medical Center or NIH or whatever.)
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Street1 is the first line street value of the address. DON’T use the Mail Stop value (usually
Room Number or local PO Box) since this is held in individual Patron or Department records.
The field name is PDAddrStreet1 and allows 60 characters.

Street2 is the second line street value of the address. DON’T use the Mail Stop value (usually
Room Number or local PO Box) since this is held in individual Patron or Department records.
The field name is PDAddrStreet2 and allows 60 characters.

City is the city of the address. The field name is PDAddrCity and allows 60 characters.

State/Province is the State or Province of this Address Record. It's selected from the dropdown
list of StateProvs. To be eligible for entry in the State/Prov field of any QuickDOC Table, the
entry must already exist in tbiStateProvs, the State/Provs Table in QuickDOC.MDB. If your
entry isn’t in the dropdown box, first edit (or add to) the StateProvs Table and then start up
QuickDOC again; the new values should be in the dropdown box. The field name is
PDAddrStateProv and allows 6 characters.

Postal Code/Zip is the Postal Code of the address. The field name is PDAddrPostalCode and
allows 20 characters.

Notes on the address record can also be entered. The field name is PDNote and allows 50
characters.

Unique records in the PDAddr Table are identified by the combination of the Institution, Street1
and Street2 fields. Because the matching value might be in either Street1 or Street2 for a
specified Institution value, both are searched when looking for duplicates. Nevertheless it will be
common to see duplicate records, especially when one or another of these three values have
been left blank. It is therefore expected that the Merge Addr button will be used, from time to
time, to reconcile these near duplicates.

Merge Address Records

This is a quick way to Merge Duplicate Address Records. Any Patrons or Departments using
the old record number will be switched to the new. Use the following steps:

1. Compare the old Local Address record to the new, adding any unique data from the old
record to the new record.

2. Bring up the old record by clicking on it in the Local Address List, and click the Merge
Addr button.

3. You'll then be instructed to choose (again from the Local Address List) the record you
want to transfer activity to.

4. When you click the row for the new address record, a message box will appear so that
you can confirm your choice:

Transfer Items to Beth lsrael Deaconesz Medical Centel |

Ready to Move all Activity from Addrezs Bone karrow Tranzplant,
To new Adress: Beth lzrael Deaconeszs Medical Center, 330 Brookline Awve.

Are pou sure you want to merge these Local Addresses’?

] w |

5. Click Yes if you want to move all Patrons or Depts now assigned to the old address
(Bone Marrow Transplant, in this case) to the new address (Beth Israel Deaconess).

6. Click No to back out of the entire deal.
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7. If you click Yes, all Patron or Dept records with the old Local Address ID will be assigned
the new Local Address ID number. You'll next be asked if you want to delete the old
record:

Delete the Bone Mamow Tranzplant, Rec : |

Al Activity moved from Addrezs Bone Marrow Tranzplant,
To Address: Beth lsrael Deaconess Medical Center, 330 Brookling &ve.

FReady to Delete the Old Addrezz Record. Delete Mow?

8. Click Yes to delete the old record (the usual choice) or No if you want to keep it around
for some reason.

Patron Information Form — Comms Tab

The Comms Tab has local communications information. For Loansome Doc Patrons, some of
this information may have been imported from a DOCLINE request, if it was available there.

83 Patron Information X

{i] General £F comms | Charges | ‘@ Misc.l

Area Code (Voice): |g17 Voice Humber: |557_3anr
Area Code (Fax): I Fax Humber: |
Page Humber: |{§44 Pref. Delivery: m -

"Emﬂil Address

I @ I{Ilnne]n j &dd Darnain |

FTP Address: |
URL: http:if
4 bu-J awdeh, Graziella

Hotes

This information is stored in tbIPComms in QuickDOC.MDB and is associated with the main
Patrons Table with a matching ID Number (it matches the Patron Number). The field name is
PCommiD.

Area Code (Voice) is telephone Area Code. The field name is PCommAreaVoice and allows 10
characters.

Voice Number is rest of the Voice number, including any extension. The field name is
PCommVoiceNumber and allows 20 characters.

Area Code (Fax) is fax Area Code. The field name is PCommAreaFax and allows 10
characters.
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Fax Number is rest of the fax number, including any extension. The field name is
PCommFaxNumber and allows 20 characters.

Page Number is the Patron’s pager number. The field name is PCommPager and allows 15
characters.

Preferred Delivery is a note on how the Patron prefers to receive the item. It reveals a
dropdown Combo Box with whatever values are in the Local Delivery Methods
(tblLocalDeliveryMethods) Table of QuickDOC.MDB. Default values are similar to the
DOCLINE Delivery Methods: Ariel, Email (pdf), Email (tiff), Fax, Mail, Pickup, with some
obvious additions: FedEXx, Interoffice Mail, Messenger and Other. These values may take on
more significance in the future as more items are delivered automatically and to the Patron’s
desktop. The field name is PCommPrefDelivery and allows 20 characters.

Email Address comprises two boxes. The first, a text box, is for the name part of the Patron’s
email address (the part before the @ sign). The field name for this partis PCommEmailAddr
and allows 50 characters. The second box is a combo box that reveals a dropdown list of local
domain names used by known Patron or Dept email addresses. This list is stored in the Local
Domains (tblILocalDomains) Table of QuickDOC.MDB. To conserve space, each Domain
Name in tblLocalDomains is identified by a number in the LocalDomainNumber field, and it is
this number that actually resides in the Patron or Dept record. The actual name is stored in the
LocalDomainName field of tbILocalDomains, and it is the list of names derived from this table
that appears in the dropdown combo box. (None) is the default record and will appear if a Local
Email Address is unknown. Because Loansome Doc Patrons are counted as local Patrons, this
list can become fairly extensive if you have a large number of Loansome Doc users. The field
name in the tbIPComms record is PCommLocalDomain and is a number field reflecting the
LocalDomainNumber in tblLocalDomains.

If the current domain name is the (None) record, you can either add a correct domain name from
the dropdown list or, if the correct Local Domain isn’t on the list, click the Add Domain button to
add it (this button will read Edit Domain if a value other than (None) is in the Domain Name box).

Adding a Domain Name

To add a new domain name to tblLocalDomains (and to the dropdown combo box), click the Add
Domain button when the current value is (None). You'll see the Add Domain Name Input Box:

Add Domain Hame

X
Enter the Domain Mame o Add:

Cancel

Inewdn:nmain.c:n:nm

Simply enter the new domain name in the input box and press Enter or click Ok. The new
domain name will be added to the Local Domains Table and appear also in the current dropdown
combo.

’—Email Address

[aig] @ |newdomain.com j E dit Damair I

The command button will change to Edit Domain, which allows for editing of a domain name.
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E dit Domain Hame

Edit the newdornain. comn Dlomain M anne:

Cancel

Any changes made to a Domain Name entry will of course be reflected in all Patrons or
Departments with email addresses matching that domain. This is a fairly easy way to make those
dreaded email address changes post-merger, from oldhospital.com to newhospital.com, so long
as everyone is included in the change. If some will keep the old domain, then you’ll either have to
create a new domain name and individually assign each changing Patron or Dept to it or do the
edit to the new name and then create the old name again and assign each non-changing Patron
or Dept back to it. Not an enchanting proposition either way, but you can choose whichever
method yields the fewest individual edits.

FTP Address is for any Patrons who participate in delivery of documents via FTP (or Ariel, for
that matter, which is a variety of FTP). This may not apply to many Patrons at this point, but
could change in the future. The field name is PCommFTPAddr and allows 50 characters.

URL: http// is for adding a web site for any Patron who wants this information known.. This does
not have much application at this point, and is included for information only. The field name is
PCommHTTPAddr and allows 250 characters.

Notes on the various values of this Tab can also be entered. The field name is PCommNotes
and allows 100 characters. The PComms Table also has a PCommTimeStamp field to track
changes made by concurrent users so that anyone trying to make a change to a record that
was changed by another user during the time it was checked out to edit by the first user will be so
notified and asked to first check the revised record before making a further alteration.

Patron Form — Charges Tab

The Charges Tab contains information about charges and payment options. Charge Profiles
determine the default charge that is applied when an item is received and is filed with the
Borrowltem record in the associated tbiBorrLocals record’s BorrLocal CHRGAsPatron field
(there is also a matching BorrLocal CHRGAsDept field that will be used if the Invoice or Payment
is ultimately made using a Department Invoice or Payment). While this default can always be
changed in individual items, having the default charge be as accurate as possible can save a
great deal of editing later on.
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%3 Patron Information x

To disas=ociate a Cost
iCemter from a Patron,

i General | T comms Charges |f;| Misc. right-click the Add/Edit Cost
Cir l-_i'uttun below.
382 |Da|y,Jay

Pyér Payment Method

Charge Profile Used: [Tmiihahmm ash j
Primary Cost Center: |1334 e - Base Chig: 3400
Idze Cost Az Baze: Falze
Acct Humber: | FawSurch:  $0.00
Fuzh Surch: $0.00
Hame on Acct: I Otk Surch: $0.00
/ PerFage Surch:  $0.00
Free [tems: 1
Exp. Date: I / _____ Y

I
Hotes ‘Z{CIick this button to agl'tl a new Charge Profile or edit charges.

P
Add/Edit Cha Profile | Add/Edit Cost O | - [ Add State/Prov Sales Taxes
[Click this button to add or edit
Co=t Cenmters for this Patron. |

hoose a Charge Profile to be used for computing
arious charges for this Patron. Yalues for current ok
wrofile 4.00 Default are shown in the box abowve —

ight. The default value of 4.00 Default will he used I
hmne 5o Lot balaeale Cancel

Apply

[elete F'atr-:unl

This information is stored in tbIPatronPrefPmts in QuickDOC.MDB and is associated with the
main Patrons Table with a matching ID Number (it matches the Patron Number). The matching
field name is PatronPrefPmtPatronRec. There is also an unrelated unique key field,
PatronPrefPmtID, which will allow for multiple Patron Preferred Payment records at some later
date.

The Primary Cost Center field contains the main Cost Center used by this Department.
Additional Cost Centers can be added using the Add/Edit Cost Ctr button, to bring up the
Add/Edit Cost Center Form. Values other than the Primary value will appear in the Dropdown
box.

Charge Profile Used is a combo box used to select Charge Profile to be assigned to this Patron.
Charge Profiles for both Patrons and Departments are held in the PDCharges (tbIPDCharges)
Table in QuickDOC.MDB. In the Patron record, this value is stored in the Patrons Table, rather
than in the PatronPrefPmts Table, in the field PatronPDChargesID. Charge Profiles must be
assigned to each Patron (they will otherwise be assigned the Default) and are filed with the
patron record. The PatronPDChargesID field can be up to 20 characters and must match a
value in tbIPDCharges.

To edit or add a Local Charge Profile from the Patron Information form, click the Add/Edit
Chg Profile button to bring up the Local Charge Profile Information form.
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Local Charge Profile Information Form

% Local Charge Profile Information il
Charge Profile Hame Local Charge Profiles

|5 Dgf-u“_l Mame Baze$ UszeCost |[FaxSur BushSur OthSur |[PerPage Freeltemsz Motes

10c/pao $0.00 |No $0.00 |$0.00 $0.00 1] 10 cents per

Baze Charge 11 Default  |$11.00 [No $0.00 |[$0.00 |$0.00 |$0.00% |O Default Char

$|5.un 20 Free $0.00 |No $0.00 |$0.00 40.00 |$0.00 20 20 Items Fre:

Use Cost as b Delault $5.00 Mo $0.00 (3000 $0.00 |$0.00 1] Add vanable

I Base Charge Cost of Requ | $0.00 |Yes $0.00 |$0.00 1] Charge iz Co

Free $0.00 |No $0.00 %000 1] Hold for Ho |

Fax Surcharge Loansome Dc|$5.00 (Mo $0.00 |%0.00 0 This the prof

] Il].l]ll If there's a per page

Rush Surcharge charge, it's added to

% Im— the hase charge.

Other Surcharge
§ Im— In a Cost of Request profile, this charge is

: added to whatever was the Library charge.

Per Page Surcharge I ) | ) ) J

¥

O — <

#Free tems Before Enter a Charge Profile M ame for this Profile, or click on a profile from the list above to edit. <F5: = Clear Field.

In Chrg Begins

{[# Use this as the Default Local Charge Profile) |
i

ok Apply | E wit | Delete F'mfilel
Hotes Add varialMe Rush Charge when h
necessary. [Check this box to make this profile the default
for new Patrons and Departments. Clear Form I
¥ Local Profile Record(z] Retreved [Click Clear to create new profile |

Local Charge Profiles can be named in any fashion that makes the most sense locally. In the
case above, the name “5 Default” is used to suggest a $5.00 default charge for Patrons and
Departments. The Use this as the Default Local Charge Profile checkbox is checked, which
indicates that this profile will be applied to any newly created Patrons or Departments.

To change the default, just bring up another profile and check the checkbox on that one. Since
there can only be one default at a time, checking the box on one profile effectively unchecks it for
all the others.

If we were to change the Base Charge in the “20 Free” profile to $10.00, we would create a profile
where the first 20 items are provided free to those with this profile, while any after that are
charged at the chosen Default rates: $10 Base Charge; No in answer to Use Cost As Base; a
Fax Surcharge of $0.00; a Rush Surcharge of $0.00; an Other Surcharge of $0.00; a Per
Page Surcharge of $0.00; and 20 in the Free Items Before Charge Begins field. QuickDOC
computes the Free Items Before Charge Begins on the fly, adding the base charge only after
the free items total has been reached (currently set on a Calendar Year basis, but a Fiscal Year
setting will be forthcoming).

[The Other Surcharge field is used to apply a standard surcharge on any request, over and
above the charge computed from the other columns. In reality, it is only used in cases where the
Use Cost As Base box is checked and you want to add another standard charge to whatever it
is that you paid for it. Otherwise, it’s just as easy to put the extra charge in Base Charge, which is
also applied against each item. Like the Rush and Fax surcharges, the Other Surcharge will not
be applied on any item within the number of free items specified.]

To Add a Local Charge Profile, first click the Clear Form button to clear out any old values,
then begin typing in the new Charge Profile’s values. Once a Charge Profile is created, it must
then be assigned to individual Patrons or Departments before it takes effect on future items. In
most cases, a profile can be applied to a number of Patrons and Departments, so that when you
change your charges at any point, making the changes here will cause them to apply to any
Patron with that Local Charge Profile in future activity.
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Make sure the new Local Charge Profile Name is unique (if it isn’t, you'll be notified), and then
add the appropriate charges as they come. If you click Ok, then that Profile will be brought back
to the Patron that caused the search (but you'll only notice this if you came from the Borrowltems
Grid form

If you try to create a Local Charge Profile that matches one that already exists, you'll get this
message in the Local Charge Profile Information Form:

%! Local Charge Profile InE [When you try to add a new profile where the values already exist: |
Charge Profile Hame Local Charge Profiles
Iﬁ Action Mame Bazet$ |UseCost FaxSur |[RushSur |OthSur |PerPage |Freeltems (Mot
10c/pg $0.00 (Mo $0.00 ($0.00 $0.00 (%010 1] 10
Base Charge 11 Default  |$11.00 [No $0.00 ($0.00 [$0.00 ($0.00 |0 Def
20 Free $0.00 (Mo $0.00 ($0.00 $0.00 (%0.00 20 20
4.00 Default |$4.00 Mo $0.00 ($0.00 $l] o0 |$0.00 1]
g '[])lif[;ﬁ:f Add Duplicate Charge Profile for b Actlun'? |
A Matching Local Profile exists under the name: Cha
Do pou want bo add a newld Action) afoE Pratie Zfea? Hol

n =ome cases the new profile
Mo "f@ Action” may be appropriate,

% [o.00 harge Profile with values th A
match an existing Local Char especially when you know that

Per Page SurchalProfile, yvou'll get this notice. | his group is a candidate for

§ |l].l]l] lGlobal changes in the future.

The message box will notify you of the matching Charge Profile, and you’ll be asked if you want
to create a duplicate under the new name. In many cases, just knowing that the profile with the
charges you need is already there will be enough, and you can click No. In some cases, though,
it might be appropriate to create multiple Local Charge Profiles with different names, even
though they currently match an existing profile. The fact that both names exist gives you the
option to increase the charges in one, and not the other, at some point in the future.

For example, we currently charge in-house Patrons and Loansome Doc Patrons $5.00 an item,
but we maintain two profiles, one called 5 Default and one called Loansome Doc (not shown
above) with the same values, so that we have the option to easily change one or another of the
values in one step at some future time.

There may nevertheless be cases where a Patron’s Local Charge Profile is applicable to that
Patron or Department only. In those cases, you might just name that profile after the Patron or
Dept, but don’t forget to assign it in the Patron or Dept record, on the Charges Tab, as well.

You can also edit or add a Local Charge Profile from the Setup Menu:

| Setup | AddMew Lookup | Biling
[ T}@ Setup Farm

4 Locate QuickDOC DB
- 18 Biling Setup

@ Edit Library Charge Frafiles
ﬂ Edit Local Charge Profiles

Preferred Payment Method is the method by which this Patron normally prefers to pay. It
reveals a dropdown Combo Box with whatever values are in the Payment Methods
(tbIPmtMethods) Table of QuickDOC.MDB. Since this table provides payment methods used for
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Libraries as well as Patrons and Departments, some of the entries may not apply to Local
Payments.

Pref Payment Method
Cash j
AMEX i
Cash

Check

Credit

EFTS

Invoice

MazterCard -

This value can also be left blank (you should see an empty value at the top of the dropdown list
when it’s first opened) as opposed to the usual (None) value, so long as the empty record is also
present in tbIPmtMethods (don’t delete it by accident or design). The field name is
PatronPrefPmtMethod and allows 30 characters.

Cost Center is Cost Center assigned to this Patron. It will be used in Invoicing and will appear
on various Patron Lists. The field name is PatronPrefPmtCostCenter and allows 50 characters.

Acct Number will contain any local Account number for this Patron. The field name is
PatronPrefPmtAcctNumber and allows 50 characters.

Name on Acct is only used if the name to bill is different from the Patron Name. In most cases it
is left blank. The field name is PatronPrefPmtNameOnAcct and allows 50 characters.

Exp Date is typically used to record Credit Card Expiration notices but can be used for any
other Expiry Date. This is an alphanumeric field, not a Date field, so any value may be entered.
In non-Credit Card records it is usually left blank. The field name is PatronPrefPmtCCExpDate
and allows 20 characters.

Notes on the various values of this Tab can also be entered. The field name is
PatronPrefPmtNotes and allows 100 characters.

The State/Province Sales Tax box isn’t implemented yet and will have no effect.
Patron Form — Misc Tab

This Tab is used to record miscellaneous data about the Patron. The Patron Record Created
Date is also visible on the Misc Tab.
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|Da|_l,l, Jay Record Created: [10-0ec-01
Loansome Doc Ul {if a Loanzome Doc user): |
¥ Patron is Active
Patron Status Prefix Suffix

|sTAFF =) . = E
LICSW -
M.D.
M.L.5.
M.S.

flotes: M.S.L.S.
M.S.W. p
Ph.D.
Pharm.D. -

Loansome Doc Ul is the UserID assigned to this Patron if the Patron is a Loansome Doc user.
This value is imported from any Loansome Doc request received on DOCLINE. This is the
PatronLDXUI field in the Patron record and allows 30 characters.

Patron is Active checkbox can be unchecked to render a Patron inactive while still keeping the
record. This is a boolean field in the Patrons Table with the field name PatronActive.

Patron Status contains a value identifying the Patron’s Status in your institution. It reveals a
dropdown Combo Box with whatever values are in the Status (tbIStatus) Table of
QuickDOC.MDB. Default values are included at startup; others may be added using Access
2000 (an internal edit/add form will also be added in QuickDOC at a future date). Startup values

include:
Status Code

Status Full Name

AHP Allied Health Professional
DD Dentist

FAC Faculty

FELLOW Fellow

FLAG Flagged, Suspended
GRAD Graduate

MD Physician

NURS Nursing Staff

OTH Other

RES Researcher

STAFF Staff

UND Undergraduate

If you add or edit any of the Status Code values, try to keep the same format: uppercase, up to 6
characters. The StatusFullName field can be up to 50 characters. The field name in the Patrons
Table is PatronStatusCode and allows 6 characters.
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Prefix contains a prefix value for the Patron, which can be used in a Salutation field of a form
letter, etc. It reveals a dropdown Combo Box with whatever values are in the Prefixes
(tblPrefixes) Table of QuickDOC.MDB. Default values are included at startup; others may be
added using Access 2000 (an internal edit/add form will also be added in QuickDOC at a future
date). Startup values include:

Prefix Name
Dr.
Mr.
Mrs.
Ms.
Sr.

If you add or edit any of the PrefixName values, try to keep the same format: mixed case, up to
10 characters. The field name in the Patrons Table is PatronPrefix and allows 10 characters.

Suffix contains a suffix value for the Patron, which can be used on Invoices, etc. Itreveals a
dropdown Combo Box with whatever values are in the Suffixes (tbISuffixes) Table of
QuickDOC.MDB. Default values are included at startup; others may be added using Access
2000 (an internal edit/add form will also be added in QuickDOC at a future date). Startup values
include:

Suffix Name
D.D.S.
D.M.D.
DNSC
L.P.N.
Licsw
M.D.
M.L.S.
M.S.
M.S.L.S.
M.S.W.
Ph.D.
Pharm.D.
R.D.
R.N.
R.Ph.
R.R.T.

If you add or edit any of the SuffixName values, try to keep the same format: mixed case, up to
10 characters. The field name in the Patrons Table is PatronSuffix and allows 10 characters.

Notes on the various values of this Tab can also be entered. The field name is PatronNotes and
allows 70 characters. The Patrons Table also has a PatronModDate field to track changes
made by concurrent users so that anyone trying to make a change to a record that was
changed by another user during the time it was checked out to edit by the first user will be so
notified and asked to first check the revised record before making a further alteration. A
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PatronCreateDate field holds the date the Patron Record was created and displays here on the
Misc Tab, although it can’t be edited.

Add Patrons

The Add Patrons form is the same as the Edit Patrons form. Clicking the Clear/Reset This
Record Button on the Patron Information General Tab sets all values back to their defaults for
an empty record and prepares for the creation of a new record. The values on the form are the
same as if you had arrived here by clicking the Add Record button on the Patrons List.

New Patrons are added automatically from QDPortal Imports if the Patron Field doesn’t contain
the current Patron Number in brackets at the end of the field.

B QD Portal For DOCLINE M= E
Press the [nitial Letter in Patron Mame to Skip Dovn The List. Crovello, Colleen [339] ;l
@ @ L& C'ouble-Click. on Patron Ta Select ley. Suzanne [901] =

Stop Search | Home | Exit DOCLINE | N E

rHOLD® Do @ Hewp

DOCLI

PUESTS @ DOCUSERE @
% Borrow
& pubbied @ UniqueKey [4] LOCATORp s BiManual Bl Trangter B Requestor

Routing Instructions

11 .00

Comments |

Authorized By b COLETTI Referral Reason =l
Netwark Delivery tail *| NLM Delivery [Mai =

Patron Mame MNeed By Date l — MDDYYYY)

If you were to type in a new Patron Name, above, instead of using the Patrons List, that new
patron record would be added during the course of importing this item from QDPortal saved
records. A note that the patron has been added can be printed at the end of the session, but it is
usually better not to print the report when you have many new Patron records. In that case just
answer No to the Print questions and look at the file later in Notepad.

Form

If there are only one or two patrons added during the session, then it's easy enough to print the
report itself rather than to open it in Notepad.

To open the file, for editing and printing in Notepad, use Windows Explorer to find the file
C:\QDBorrow\PatronNt.txt on the machine that saved the item. Double-click the file’s icon and it
will open in either Notepad or WordPad.
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& PatronMt.txt - Hotepad -0 x|

File Edit Seach Help

F

Monday, March 15, 2002 Fpt of Patrons Created in QDPortal Borrow Import
[Hotes instances where more than ohne possible match was found, etc.] frome

Created new Patron record for Request Number: 10332Z3. In most cazes the Patron will he
Patron on REedquest Line: Plummer, &l rd correct and you can delete these
Patron created here: Plummer, &l N lines hefore printing this file.

4 total of Z Patron records were close matches for Request No. 1543553 Patron.

Patron on the Recquest Line: ¥elick, P&H‘ﬂmm'g any chance that the wrong patron might
Patron used here: Yelick, P have been chozen, you'll get a note that there was
more than one possibility.

Created new Patron record for Recquest Number: 1925466,

Patron on Redquest Line: 3mith, Dl

Patron created here: Smith, D

Created new Patron record for Recquest Number: 1969361,
Patron on Redquest Line: Prince, Nicole
Fatron created here: Prince, Nicole Once you've scanned this file and

leted those that seem to have created
Created new Patron record for Becquest Nuwber: Z053000. correct patron, you can print those

Patron on Request Line: Canyurek t are left {a considerahly shorter
3} 10 have on hand az you edit the
il tron file. N

S

Use the file to double-check new entries in the Patron Information File.

Loansome Doc Patrons

Loansome Doc Patrons are added in much the same way as regular Patrons. Since the
Loansome Doc Patron comes in without a [Patron Number] in ALL cases, but will include a
Loansome Doc Patron UserlD field, we can use that field to look up the Patron by LDX Ul in the
same way we assign items to regular Patrons by using the Patron Number found in brackets at
the end of the DOCLINE Patron name field.

In cases where that UserID isn’t yet in the file, a new record will also be made. Since Loansome
Doc Patrons can type in their names any way they please, we can’t always be sure what the
format may be, especially when the LDX Patron isn’t an actual person. Consider the case of
the H.L. Snyder Memorial Research Foundation, located in Winfield, KS. When QuickDOC tries
to parse out the name of this Loansome Doc Patron it's not going to do very well. Consequently,
if it finds that it can’t easily parse out a Loansome Doc Patron name, it will display an Input Box
and leave the decision up to you:

Cannot Parze LD Mame: H.L. Snyder Hef x|
Tuvpe in the [Format] LastM ame, FirstM ame you want for

thiz LD Patron;
If the mmport program can't parse Cancel |
ot the Loansome Doc Patron,

enter the real Last, First belowr.

To achieve the best result in this kind of situation, first envision how you want the result to be
displayed and sorted. In most reports and bills, the final format will be First Middle Last, Suffix (if
any); sorting is always by Last Name. With that in mind, we want bills or reports to go to H.L
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Snyder Memorial Research Foundation, and we would prefer to have this “patron” sort under
Snyder. To achieve that result enter:

Snyder Memorial Research Foundation, H.L.

in the input box. QuickDOC will look for the comma and treat everything before it as the Last
name. It will treat everything after the comma as a First Name. This should produce the desired
result.

In cases where the desired result is something other than what QuickDOC gives you, just edit the
field on the Patron Information Form, keeping in mind the formats for reports and bills, as well as
sorting. Since any activity for this Loansome Doc patron in the future will be assigned to the
patron record through the UserID match, it won’'t matter what the actual name field says, and your
choice of Last Name, First Name will be used in all future activity.
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Departments

Records for Departments are held in the QuickDOC.MDB database primarily in the tblDepts
Table, with associated records in tbIDComms, tbIPDCharges, tbiDeptPrefPmts,and
tbIPDAddrs Lists of Department records are available in a column on all Borrow Grids, as well
as through the Depts List.

The Depts List

Displaying Departments

Records for Department are primarily accessed through the Depts List (listed under "Lookup™ on
the Menu Bar as well as Add New). The Depts List also pops up in other places, such as when
you're adding a new Borrowed Item, or when searching by Department in the Local Billing Grid,
so that the Department can be chosen from the list.

= Departments List

115 Dept Record(z] Fj;tde?‘éd

__~Tiepts List List af Dept
Dept 2] £7Full Hame CostClr a| [Records
= [Currently in the
2 Databaze
49 Medicine -
ADM Admin. Dept 1 Sich Degt.-‘l'-.bl:url

AlDS

AMB Ambulatory Care Srch Full Mame I

AMES Anestheszia Dept Search EgstEtrI
L

ANIM Animal Rezearch
AUDI Search for all values matching
BEHA Behavioral Med part of entered value.
BIHC
BIOM Biometrics

Add Dept
BMEU Behav. Heurolog - a5
BOME
BWEL
CARD Cardiology-E ast .
CATH Edit ept
CGEN

CHEST PH|Chest Phyzical T e :

-

|LEtters typed in incrememtal search appear here. |

The list shows the Departments in your file alphabetically by Dept Abbreviation, which is the
default sort order. Start typing the first few letters of the Abbreviation to jump ahead on the list, or
use either the Down Arrow key or the Page Down key or the scroll bar at the right of the list to
navigate further. (the None Record, by the way, is a place saver for No Department, and can be
used in records where the Department name is unimportant, or when you want to delete a
Department record while the Department you want to delete still has backfile activity in the
database. The horizontal scroll bar at the bottom will expose the Cost Center column of the list if
you drag it to the right. If you hold the cursor over any entry that is wider than the column width, a
tool tip will appear with the full name visible.
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As an item is selected (either by clicking on that line or by pressing Enter after moving down the
list until the Department you want is highlighted), the Edit Dept Button is enabled (to switch from
Edit Dept to Add Dept, click 'Clear Choice'; the List will then be set to the topmost entry and the
Add Dept Button will be enabled).

Searching for a Department

You can search the Depts List for specific matching entries by clicking on one of the search
buttons. You can search the Dept Abbreviation column, the Dept Full Name column, and the
Cost Center column. When you click the appropriate button, an input box will pop up. Enter any
amount of characters you want matched and the list will then display only those records where
that matching group of characters appears anywhere in the field.

To choose or edit a Department, click on the line that contains the entry you want: the 'Edit
Dept' Button will be enabled and that Department will be your current choice.

To reset the Depts List after a search to its full number of entries, click once on any item in the
list to highlight it, and then either click the Clear button or click the header at the top of the Last
column to start the sort on that column.

Sorting the Depts List

You can sort the Abbreviation, Full Name or Cost Center columns in ascending or descending
order by clicking on the header at the top of the column.

Deleting Departments

Click the Edit Dept button to bring up the complete Department Information Form, and then click
the Delete Dept button on the lower right of the General Tab.

Editing Departments

Click the Edit Dept button to bring up the Department Information Form. . Double-clicking a
line is the equivalent of selecting it and clicking the Edit Dept Button, and will also open the
Department Information Form.

Department Information Form

The Department Information Form consists of five tabbed forms, located by clicking on the Tabs
at the top of the form or by pressing Enter (or the Down Arrow) in the last control on the previous
form, except on the Misc Tab, which is the last Tab visible. Pressing an Up Arrow from the
topmost control of any form except the General Tab will move back to the previous Tab.

Department Information Form — General Tab

The General Tab presents general Department information, along with a snapshot of values set
on other Tabs, including Local Address information; phone, fax and email data; Cost Center and
Local Charge Profile.

The Dept Abbr field is the abbreviated name for this Department. There are sixteen characters
available but, in general, shorter is better, because these also take up space in the Patron Name
field on DOCLINE, where space is limited (40 characters). The Dept Full Name field is full
Department Name and will be printed on most reports, etc. There are 50 characters available for
this field. The Dept Mail Stop field is for local mailing address, usually a Room Number or PO
Box.



=" Department Information

@ General |ﬂ Comms | Charges

Dept Abbr: |:p.||§|] LIERARY Last Modified
06-Aug-02
Dept Full Hame: II'u'IEtIit:al Library
q . Clear/Reset
Dept Mail Stop: |GZ-21G Thiz Fecord
Dept Address Edit Local Address | Dept Contact Info [Comms Tah]:
[Beth Israel Deaconess Medical Center |M argo Coleth
|33EI Brockline Ave. B17 BE7-4225
B17 BE7-7197

Boston, MaA 02215

|margn@caregrnup.haward.edu

Thi= iz Home Dept {no Cost Ctr Invoice) [

Charge Info (from Charges Tab)
’V Cos=t Center: 1224 Charge Profile: |Free

ept Abbreviation is the short {16 chars or

ewer ) Dept Hame. K you change this DeptAbbr ak. Apply
rom MED LIBRARY to another value, you can

e-map all current Dept associations to the new

alue. Cancel Delete Dept

The Home Dept checkbox indicates that this record is the Department record for the Library,
itself. It will cause the Cost Center Charges Report to exclude records with this Department

value when composing that report.

The remainder of this Tab shows current values from other Tabs (to permit one-stop lookup of

160.

common values; if you want to make a change to one or more of these values, move to the Tab
specified) plus various command buttons for performing certain functions or accessing the Local

Addresses form.

Transfer Department Activity

This is a quick way to Merge Dept Records. To transfer activity from one Department record to

another, use the following steps:

1. Compare the old Department record to the new, adding any unique data from the old

record to the new record on the appropriate Tab.

2. Edit the old record, changing the Dept Abbr field to match the new code and pressing

Enter.

3. A message box will appear (as illustrated here for a transfer from Department LIBR to

Department MED LIBRARY):
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Record for MED LIBRARY Already Exists! X|

WARMIMG! A Dept Becord with the 1D MED LIBRARY Already Exists.
Full Mame iz Medical Libram

Do you want ta move all activiby from LIBR to MED LIBRARY
and delete the LIBR record?

[Click Ma if you juzt want ta re-azzign the records far LIBR
[but ot Delete the LIBR record]

or Cancel to stop the entire operation. ]

Mo Cancel

4. Click Yes if you want to move all activity in the database now assigned to LIBR to the
MED LIBRARY record and delete the LIBR record.

5. Click No if you want to move all activity in the database now assigned to LIBR to the
MED LIBRARY record but keep the LIBR record for future use.

6. Click Cancel to back out of the entire deal.

If you choose either 4 or 5, above, all the activity assigned to LIBR in any table within
QuickDOC.MDB will be assigned to MED LIBRARY. This is a quick way to Merge Department
Records.

=" Department Information x|

Fecords moved from LIER to MED LIBRARY and old record deleted.
£P General |ﬁ Comms | Charges |

Dept Abbr: |HEI] LIBRARY La=t Modified
13-Dec-01

Dept Full Hame: II'u'IetIit:al Library

Dept Mail Stop: |Gz-21ﬁ ?ﬁ?'ﬁﬂeiiﬁ |

Dept Address Edit Local Address | Dept Comtact Info [Comm=s Tah]:

Editing Departments From a Borrow Grid

When you come to the Department Information form by clicking the To Depts button on a
Borrow Grid, you can make Dept Abbr changes, along with changes to any other fields in the
Department record. When you make changes to the first field, however, that change must be
cascaded through many other associated tables in QuickDOC.MDB. And when this cascading
occurs while a Grid is displaying data, the Grid must be closed, the changes made (if any), and
the Grid re-fetched and re-displayed. Since this may take some time, you'll see a message
displayed while the Edit form remains visible:
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_ n maldng changes to fields that are propagated into many tahles

Patron IN_ hile a Grid is open, there will he a marked delay while the changes are
Gomez.Sa| (None] 1o ALL associated tables, and then while all the Grid data is Mail
—_ fetched. Iicould take up to a minute, ar suggested below, for a Global

Jones t change to thizs Patron. Changes outzide Grids will be guicker. Mail
Gomez-Sa INane] INane] Mail
Gomez-Sa Charge Info {from Charges Tab}) Mail
P Cost Center: Charge Profile:

Lemos a IEDst of Request Fax
T -

Lemos = = = Fax
_— hecking for associated records to update... This -
Ard ay take some time, so please be patient... APply Mail
Canthuwac — Ml

Since the wait can seem interminable while you’re itching to get on with more changes, it makes
sense to make any extensive changes to the Abbr field using the Depts List rather than the To
Depts button on a Borrow Grid. But if you do make changes from the Grid, just be patient: the
hourglass really will go away, eventually.

Clear/Reset Dept Record

Clicking the Clear/Reset This Record Button on the Department Information General Tab sets
all values back to their defaults for an empty record and prepares for the creation of a new record.
The values on the form are the same as if you had arrived here by clicking the Add Record button
on the Depts List.

Local Addresses Form

The Local Addresses form is available from either the Patron Information form or the Department
Information form by clicking the Edit Local Address button. Because addresses for Patrons
and Departments are often identical, it makes sense to save this information once and assign it to
individual Patrons or Departments rather than repeat it for each Patron or Department record.

This information is stored in tbIPDAddr in QuickDOC.MDB and can be added to or edited by
clicking the Edit Local Address button on the General Tab of either the Patron or Department
Information forms.

Each local address record is given a unique record number in the PDAddr Table (the record
number for Institution Name (Address): Beth Israel Deaconess; and Street1 (Address): 330
Brookline Ave.; is 2, in the sample below), and that record number (field PDAddrID in the PDAddr
Table) is then assigned, if selected, to Patron and Department records when choosing the Local
Address from the combo box (it's held in the PatronAddrID or DeptAddrID field of the
appropriate table).

Anytime an address is needed for a Patron or Department, a lookup is made in tbIPDAddr for the
values in the record number of the appropriate AddrID field. The Local Address Information
Form looks like this:



== Local Address Information x|
Institution  kerge Addr | Local Address List
|Beth lzrael Deacone=s= I Institution HName |Street] Street? City -
Bartlett Hall 720 |55 Fruit 5t Boston
Streetl Benchmark Biola | 521 West | Lincoln
|33l] Brookline Ave. Beth lzrael Deac | 330 Brookl Bozton
Streetd Carolina Retina || 7620 Trenl Columbia
€ Christug 5t. Jose | 820 Clarks Paris
| Clay Easterly Me | 180 Debuy Biloxi
City Columbia Eye Cli| 1333 Taylc Columbia
Columbia Womer | 1301 Tayplc Columbia —I
|an‘tnn Department OF N | 1514 Jeffe New Orlea
State/Province Department OF 5 |5 Richland Columbia
Clear Choice I Dept. Of Neurolc | 2500 Mortk Jackson
IMA ]' = Dept. Of Surgery [ 1514 Jeffe Mew Orlea
) Divizion Of Geriz|9 Richland Columbia
Postal Code/Zip East Texas Medi|501 S5 Rag Jackszonvil ~
{02215 4 b
Hotes |Instituti|:|n Mame. Mommal Capz aszigned at initial Data Entry. [Editing Record # 2] |
164 Local Addrezs Record(z) B etriewe
ok Apply
Back Delete Addr
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Institution Name: This will be the General Institution in most cases but may also be an alias or
internal moniker. It may be a completely different institution for Loansome Doc Patrons. It
may also be blank, which may signify no local institution or the default local institution or just a
missing value. You can see that the potential for duplicates here is fairly strong. The MergeAddr
button will be useful to bring these duplicate (or redundant) addresses together. The field name
is PDAddrIinstName and allows 60 characters.

Deleting a Local Dept Address

To delete a Local Address, click on it on the list, to move the values into the edit boxes, and then
click Delete Addr. If the address hasn’t been assigned to any Patron or Department, then the
delete will be performed. If it is assigned to any Patron or Department, you’ll get a message box:

Delete Failed x|

The Delete waz aborted for the following reasan;

The recard cannot be deleted or changed becauze table 'Patronz' includes related recards.

[-2147467259)]

Reassign any Patron or Dept records and try deleting again.
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Automatic Capitalization

In most cases, when you are entering information into a new field (no previous data value),
QuickDOC will try to capitalize entries based on a rule. Usually it’s the first letter capitalized for
each word, but the Help box that displays when the field is entered will usually let you know what
kind of capitalization or formatting will be applied to any entries in that field.

Whenever (as above) the help box says something like “Normal Caps assigned at initial Data
Entry” it means that QuickDOC will try to assign automatic capitalization based on the initial
letters of words typed into that field. In the Institution Name field above, if you were creating the
record, you could type “beth israel deaconess medical center” into the Institution box and, after
you pressed Enter or Tab or clicked on another box, the entry would re-assemble itself and print
out in the box as “Beth Israel Deaconess Medical Center,” with the first letters of each word in
uppercase, which happens to be as it should be.

But what if you wanted an institution named “BIDMC Medical Center?” If you type “bidmc medical
center” into the Institution box and press Enter, you'll see “Bidmc Medical Center” after pressing
Enter, which is close but not exactly what you wanted to enter. Unfortunately, even if you type
“BIDMC Medical Center” in most of these fields, it will first re-set to lowercase characters and
then apply the capitalization to the first letters, with a result exactly like the first.

If you’re worried about the capitalization that might be applied, enter the value in its proper format
and press Enter. Any format/capitalization changes will be applied and displayed immediately. If
they are not to your liking, press the UpArrow key or Shift-Tab or just click back into the field
you're not satisfied with and re-type the correct field values, just as you want them to be
displayed. In the case above, manually change the “idmc” in the field to “IDMC” and press Enter.
Once the field has an actual value, entries are no longer vetted for capitalization and are
assumed to be edits.

The general rule is that, for initial entries into empty fields, QuickDOC tries to add the proper
capitalization, so that you don’t need to think about Shift Keys while entering information. But if
this should result in a bad capitalization format (like Bidmc or Nih), just register the change (by
pressing Enter or Tab or clicking on another box) and then click back (or press Shift-Tab) into the
box where the change needs to be made to correct the format (change idmc to IDMC or ih to I1H),
and then Enter (or Tab or anything to exit that box) so that the change can be registered. (Box
should now read BIDMC Medical Center or NIH or whatever.)

Street1 is the first line street value of the address. DON’T use the Mail Stop value (usually
Room Number or local PO Box) since this is held in individual Patron or Department records.
The field name is PDAddrStreet1 and allows 60 characters.

Street2 is the second line street value of the address. DON’T use the Mail Stop value (usually
Room Number or local PO Box) since this is held in individual Patron or Department records.
The field name is PDAddrStreet2 and allows 60 characters.

City is the city of the address. The field name is PDAddrCity and allows 60 characters.

State/Province is the State or Province of this Address Record. It’s selected from the dropdown
list of StateProvs. To be eligible for entry in the State/Prov field of any QuickDOC Table, the
entry must already exist in tbiStateProvs, the State/Provs Table in QuickDOC.MDB. If your
entry isn’t in the dropdown box, first edit (or add to) the StateProvs Table and then start up
QuickDOC again; the new values should be in the dropdown box. The field name is
PDAddrStateProv and allows 6 characters.

Postal Code/Zip is the Postal Code of the address. The field name is PDAddrPostalCode and
allows 20 characters.

Notes on the address record can also be entered. The field name is PDNote and allows 50
characters.
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Unique records in the PDAddr Table are identified by the combination of the Institution, Street1
and Street?2 fields. Because the matching value might be in either Street1 or Street2 for a
specified Institution value, both are searched when looking for duplicates. Nevertheless it will be
common to see duplicate records, especially when one or another of these three values have
been left blank. It is therefore expected that the Merge Addr button will be used, from time to
time, to reconcile these near duplicates.

Merge Address Records

This is a quick way to Merge Duplicate Address Records. Any Patrons or Departments using
the old record number will be switched to the new. Use the following steps:

1. Compare the old Local Address record to the new, adding any unique data from the old
record to the new record.

2. Bring up the old record by clicking on it in the Local Address List, and click the Merge
Addr button.

3. You'll then be instructed to choose (again from the Local Address List) the record you
want to transfer activity to.

4. When you click the row for the new address record, a message box will appear so that
you can confirm your choice:

Ready ta Maove all Activity from Address Bone Marow Tranzplant,
To new Adrezs: Beth |srael Deaconess Medical Center, 330 Erookling Ave.

Are pou sure you want to merge these Local Addresses?

5. Click Yes if you want to move all Patrons or Departments now assigned to the old
address (Bone Marrow Transplant, in this case) to the new address (Beth Israel
Deaconess).

Click No to back out of the entire deal.

7. If you click Yes, all Patron or Department records with the old Local Address ID will be
assigned the new Local Address ID number. You'll next be asked if you want to delete
the old record:

Delete the Bone Marow Transplant. He: |

All Activity moved from Addrezs Bone Marrow Tranzplant,
To Addrezs: Beth lsrael Deaconess Medical Center, 330 Brookling Ave.

Ready to Delete the Old Addrezs Record. Delete Mow?

8. Click Yes to delete the old record (the usual choice) or No if you want to keep it around
for some reason.

Department Information Form — Comms Tab

The Comms Tab has local communications information. Some of this information may have been
imported from the old DOS QuickDOC FULLDEPT file, if it was available.
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=" Department Information x|

@ General ‘& Comms | Charges |

Area Code (Voice): IE-" Voice NHumber: |557_4225
Area Code (Fax}: |g17 Fax Humber: |557_?19?

’rEmaiI Address

IITIEt“ih @ Icaregruup.haruartl.etlu j Edit Dramair I

Contact Person: |Marao Coletti

FTP Address: |
URL: http:i|
Hotes

Enter Area Code for Voice Telephone.
Humbers Only!  {up to 10 characters permitted) ak Apply
Press <F3=> To Restore last value, <F5> To Clear
Field.
Cancel [Melete Dept

This information is stored in tbIDComms in QuickDOC.MDB and is associated with the main
Depts Table with a matching ID Number (it matches the Dept Abbr). The field name is
DCommiID and allows 16 characters.

Area Code (Voice) is telephone Area Code. The field name is DCommAreaVoice and allows 10
characters.

Voice Number is rest of the Voice number, including any extension. The field name is
DCommVoiceNumber and allows 20 characters.

Area Code (Fax) is fax Area Code. The field name is DCommAreaFax and allows 10
characters.

Fax Number is rest of the fax number, including any extension. The field name is
DCommFaxNumber and allows 20 characters.

Email Address comprises two boxes. The first, a text box, is for the name part of the
Department’s email address (the part before the @ sign). The field name for this part is
DCommEmailAddr and allows 50 characters. The second box is a combo box that reveals a
dropdown list of local domain names used by known Patron or Department email addresses.
This list is stored in the Local Domains (tblLocalDomains) Table of QuickDOC.MDB. To
conserve space, each Domain Name in tblLocalDomains is identified by a number in the
LocalDomainNumber field, and it is this number that actually resides in the Patron or
Department record. The actual name is stored in the LocalDomainName field of
tblLocalDomains, and it is the list of names derived from this table that appears in the dropdown
combo box. (None) is the default record and will appear if a Local Email Address is unknown.
The field name in the tbIDComms record is DCommLocalDomain and is a number field
reflecting the LocalDomainNumber in tblLocalDomains.
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If the current domain name is the (None) record, you can either add a correct domain name from
the dropdown list or, if the correct Local Domain isn’t on the list, click the Add Domain button to
add it (this button will read Edit Domain if a value other than (None) is in the Domain Name box).

Adding a Domain Name

To add a new domain name to tblLocalDomains (and to the dropdown combo box), click the Add
Domain button when the current value is (None). You'll see the Add Domain Name Input Box:

Add Domain Hame |

Enter the Domain Mame to Add:

Cancel |

Inewdn:nmain.c:n:nm

Simply enter the new domain name in the input box and press Enter or click Ok. The new
domain name will be added to the Local Domains Table and appear also in the current dropdown
combo.

] —

"Emﬂil Address

[aig] @ |newdomain.com j E dit Damain I

The command button will change to Edit Domain, which allows for editing of a domain name.

Edit Domain Hame x|

Edit the newdornain. comn Dlomain M anne:
Cancel |

Any changes made to a Domain Name entry will of course be reflected in all Patrons or
Departments with email addresses matching that domain. This is a fairly easy way to make those
dreaded email address changes post-merger, from oldhospital.com to newhospital.com, so long
as everyone is included in the change. If some will keep the old domain, then you'll either have to
create a new domain name and individually assign each changing Patron or Department to it or
do the edit to the new name and then create the old name again and assign each non-changing
Patron or Department back to it. Not an enchanting proposition either way, but you can choose
whichever method yields the fewest individual edits.

Contact Person is the name of the Department Contact. The field name is DCommContact and
allows 50 characters.

FTP Address is for any Department that participates in delivery of documents via FTP (or Ariel,
for that matter, which is a variety of FTP). This may not apply to many Departments at this point,
but could change in the future. The field name is DCommFTPAddr and allows 50 characters.

URL.: http// is for adding a web site for any Department that may support this method of
communication. The field name is DCommHTTPAddr and allows 250 characters.
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Notes on the various values of this Tab can also be entered. The field name is DCommNotes
and allows 100 characters. The DComms Table also has a DCommTimeStamp field to track
changes made by concurrent users so that anyone trying to make a change to a record that
was changed by another user during the time it was checked out to edit by the first user will be so
notified and asked to first check the revised record before making a further alteration.

Department Form — Charges Tab

The Charges Tab contains information about charges and payment options. Charge Profiles
determine the default charge that is applied when an item is received and is filed with the
Borrowltem record in the associated tbiBorrLocals record’s BorrLocal CHRGAsDept field (there
is also a matching BorrLocal CHRGAsPatron field that will be used if the Invoice or Payment is
ultimately made using a Patron Invoice or Payment). While this default can always be changed in
individual items, having the default charge be as accurate as possible can save a great deal of
editing later on.

=" Department Information o disassociate a Cost Center from | X|

i Dept, right-click on the Add/Edit
ost Ctr ;uttun helow.

Pref Payment Method

ICash j

244

Charge Profile Used: :

|
Primary Cost Center: = -
|1884 Base Chig:  $0.00
IJze Cozt &g Baze: Falze
Acct Humber: | FaxSuich:  $0.00
Rugh Surch; $0.00
Hame on Acct: | Oth Surch: $0.00
PerPage Surch:  $0.00
Free [tems: 1]
Exp. Date: | f _____ NP
Hald far Ma Charge
I Patronz/D epartments
[ Click this button to add a new Charge Profile or to edit a Profile. |

Hotes
Add/E dit Ehg"?r/cjf;l Add/EditCostCr | [ Add State/Prov Sales Taxes.

Click this button to add or edit Cost Centers i
for this Department.
hoose a Charge Profile to he used for
omputing various charges for this Dept. ak. Apply
alues for current profile are shown inthe box
hove right. The default value of 4.00 Default

ill be used if box is left blank. Cancel Delete Dept

This information is stored in tbiDeptPrefPmts in QuickDOC.MDB and is associated with the main
Depts Table with a matching ID (it matches the Dept Abbr). The matching field name is
DeptPrefPmtDeptRec. There is also an unrelated unique key field, DeptPrefPmtID, which will
allow for multiple Department Preferred Payment records at some later date. This ID, which
identifies this record in the DeptPrefPmts (tbIDeptPrefPmts) Table of QuickDOC.MDB, is visible
in a recessed box at the upper left of the Charges Tab. Itis 57 in the case shown above.

The Primary Cost Center field contains the main Cost Center used by this Department.
Additional Cost Centers can be added using the Add/Edit Cost Ctr button, to bring up the
Add/Edit Cost Center Form. Values other than the Primary value will appear in the Dropdown
box.
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Charge Profile Used is a combo box used to select Charge Profile to be assigned to this
Department. Charge Profiles for both Patrons and Departments are held in the PDCharges
(tbIPDCharges) Table in QuickDOC.MDB. In the Department record, this value is stored in the
Depts Table, rather than in the DeptPrefPmts Table, in the field DeptChargeProfile. Charge
Profiles must be assigned to each Department (they will otherwise be assigned the Default) and
are filed with the Department record. The DeptChargeProfile field can be up to 20 characters
and must match a value in tbIPDCharges.

To edit or add a Local Charge Profile from the Department Information form, click the
Add/Edit Chg Profile button to bring up the Local Charge Profile Information form.

Local Charge Profile Information Form

% Local Charge Profile Information il
Charge Profile Hame Local Charge Prohiles
I; Default| Hame Baze$ |UseCost FaxSur |RushSur OthSur ([PerPage Freeltems Motes
10c/pg $0.00 |No $0.00 |$0.00 4$0.00 1] 10 cents per
Base Charge 11 Default  |$11.00 |Mo $0.00 ($0.00 |$0.00 Default Char
$|5.l]ll 20 Free $0.00 |No $0.00 |$0.00 40.00 . 20 Itemsz Frex
Use Cost as 5 Default $5.00 No $0.00 | $0.00 $0.00 |$0.00 0 Add variable
™ Base Char ge Cost of Requ [$0.00 |Yes $0.00 [$0.00 |35.00) ] Charge is Co
Free $0.00 |No $0.00 |$0.00 1] Hold for Mo |
Fax Surcharge Loanzome Dc|$5.00 |Ho $0.00 ($0.00 N 0 This the prof
$|I].I]ll If there's a per page
Rush Surcharge charge, it's added to
% Im— the base charge.
Other Surcharge
$|l]l]ll— In a Co=t of Request profile, this charge is
= added to whatever was the Library charge.
Per Page Surcharge c | | ! 1 ] ] j
$|u.un
#Free tems Before Enter a Charge Profile Mame for this Profile, or click on a profile from the list abowe to edit. <F5: = Clear Field.
In— Chrg Begins

(F Use this as the Default Local Charge Pmlile)
&

aK | Apply | E xit | Delete F'mfilel
Hotes Add varialdle Rush Charge when *
necessary. [Check this box to make this profile the default
for new Patrons anid Departments. Clear Form I
7 Local Profile Record(z] Retrieved [Click Clear to create new profile |

Local Charge Profiles can be named in any fashion that makes the most sense locally. In the
case above, the name “5 Default” is used to suggest a $5.00 default charge for Patrons and
Departments. The Use this as the Default Local Charge Profile checkbox is checked, which
indicates that this profile will be applied to any newly created Patrons or Departments.

To change the default, just bring up another profile and check the checkbox on that one. Since
there can only be one default at a time, checking the box on one profile effectively unchecks it for
all the others.

If we were to change the Base Charge in the “20 Free” profile to $10.00, we would create a profile
where the first 20 items are provided free to those with this profile, while any after that are
charged at the chosen Default rates: $10 Base Charge; No in answer to Use Cost As Base; a
Fax Surcharge of $0.00; a Rush Surcharge of $0.00; an Other Surcharge (which is added to
each item) of $0.00; a Per Page Surcharge of $0.00; and 20 in the Free ltems Before Charge
Begins field. QuickDOC computes the Free Iltems Before Charge Begins on the fly, adding the
base charge only after the free items total has been reached (currently set on a Calendar Year
basis, but a Fiscal Year setting will be forthcoming).
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To Add a Local Charge Profile, first click the Clear Form button to clear out any old values, then
begin typing in the new Charge Profile’s values. Once a Charge Profile is created, it must then
be assigned to individual Patrons or Departments before it takes effect on future items. In most
cases, a profile can be applied to a number of Patrons and Departments, so that when you
change your charges at any point, making the changes here will cause them to apply to any
Department with that Local Charge Profile in future activity.

Make sure the new Local Charge Profile Name is unique (if it isn’t, you'll be notified), and then
add the appropriate charges as they come. If you click Ok, then that Profile will be brought back
to the Dept that caused the search (but you'll only notice this if you came from the Borrowltems
Grid form

If you try to create a Local Charge Profile that matches one that already exists, you'll get this
message in the Local Charge Profile Inf Form:

%! Local Charge Profile InE [When you try to add a new profile where the values already exist: |
Charge Profile Hame Local Charge Profiles
Iﬁ Action Hame Baze$ |UseCost FaxSur |[RushSur |OthSur |PerPage |Freeltems [Mot
10c/pg $0.00 |(Mo $0.00 ($0.00 $0.00 |$0.10 ] 10
LIz 11 Default  |$11.00 |No $0.00 |$0.00 ($0.00 ($0.00 |0 Def
$6.00 20 Free $0.00 (Mo $0.00 [$0.00 $0.00 |%0.00 20 20
400 Default |34.00 Mo $0.00 [$0.00 $0.00 |$0.00 0
r E:gecgh ;Se 2.00 Detfs Fyrm Duplicate Charge Profile for 6 Action? =]
6 Default -

A Matching Local Prafile exists under the name Ch3
$/0.00 Do pow want to add a ne PEAREIEE Tsa? Hol
It will have the 53

$|0.00 bt it wall beavalable az walue for Global Editz later. ]

Other Surchargelff you try to add a new Patron/Dept ] n some cases the new profile
Mo "@ Action” may be appropriate,

LS Il].l]l] — [Charge Profile with values th A
match an existing Local Char especially when you know that

Per Page SurchajProfile, yvou'll get this notice. T T | ~—this group is a candidate for

$ |l].l]l] KGlohal changes in the future.

The message box will notify you of the matching Charge Profile, and you’ll be asked if you want
to create a duplicate under the new name. In many cases, just knowing that the profile with the
charges you need is already there will be enough, and you can click No. In some cases, though,
it might be appropriate to create a new Local Charge Profile with a new name, even though it
currently matches an existing profile. The fact that both names exist gives you the option to
increase the charges in one, and not the other, at some point in the future.

There may nevertheless be cases where a Department’s Local Charge Profile is applicable to
that Department only. In those cases, you might just name that profile after the Department, but
don’t forget to assign it in the Department record, on the Charges Tab, as well.

You can also edit or add a Local Charge Profile from the Setup Menu:

| Setup | AddMew Lookup | Biling
[ T}@ Setup Farm
4 Locate QuickDOC DB
- 18 Biling Setup
@ Edit Library Charge Frafiles
ﬂ Edit Local Charge Profiles

Preferred Payment Method is the method by which this Department normally prefers to pay. It
reveals a dropdown Combo Box with whatever values are in the Payment Methods
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(tbIPmtMethods) Table of QuickDOC.MDB. Since this table provides payment methods used for
Libraries as well as Patrons and Departments, some of the entries may not apply to Local
Payments.

Pref Payment Method
Cash j
AMEX i
Cash

Check

Credit

EFTS

Invoice

MazterCard -

This value can also be left blank (you should see an empty value at the top of the dropdown list
when it’s first opened) as opposed to the usual (None) value, so long as the empty record is also
present in tbIPmtMethods (don’t delete it by accident or design). The field name is
DeptPrefPmtMethod and allows 30 characters.

Cost Center is Cost Center assigned to this Department. It will be used in Invoicing and will
appear on various Department Lists. The field name is DeptPrefPmtCostCenter and allows 50
characters.

Acct Number will contain any local Account number for this Department. The field name is
DeptPrefPmtAcctNumber and allows 50 characters.

Name on Acct is only used if the name to bill is different from the Full Dept Name. In most cases
it is left blank. The field name is DeptPrefPmtNameOnAcct and allows 50 characters.

Exp Date is typically used to record Credit Card Expiration notices but can be used for any
other Expiry Date. This is an alphanumeric field, not a Date field, so any value may be entered.
In non-Credit Card records it is usually left blank. The field name is DeptPrefPmtCCExpDate
and allows 20 characters.

Notes on the various values of this Tab can also be entered. The field name is
DeptPrefPmtNotes and allows 100 characters.

The State/Province Sales Tax box isn’t implemented yet and will have no effect.

Add Departments

The Add Departments form is the same as the Edit Departments form. Clicking the Clear/Reset
This Record Button on the Department Information General Tab sets all values back to their
defaults for an empty record and prepares for the creation of a new record. The values on the
form are the same as if you had arrived here by clicking the Add Record button on the Depts List.

If you try to add a Dept Abbr that already exists, you’ll be warned that this is the case and asked
whether you want to edit that record instead.

Record for CARD Already Exists! |

WARMIMG! A Dept Record For CARD Already E xists.
Full Mame iz: Cardiology-E ast

Do you want to edit this recard?
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If you click Yes you'll be editing the Cardiology — East record, rather than adding a new one.
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Cost Centers

Records for Local Cost Centers (Patron/Dept) are held in the QuickDOC.MDB database
primarily in the tblICostCenters Table, with associated tables tracking which cost centers are
assigned to Patrons or Departments in tbIDepCostCentersand tbIPatCostCenters. Access to
the Add/Edit Cost Centers Form is available from the Charges Tab on both the Patron and
Department Information forms. Here’s the Charges Tab on the Patron Information Form:

%3 Patron Information x

To disas=ociate a Cost
iCemter from a Patron,

i General | T comms Charges |f;| Misc. right-click the Add/Edit Cost
Cir l-_i'uttun below.
382 |Da|y,Jay

1.00 Def-ault.

Pyér Payment Method

ash j

Charge Profile Used:

Primary Cost Center: |1334 e - Base Chig: 3400
Idze Cost Az Baze: Falze

Acct Humber: | FawSurch:  $0.00
Fuzh Surch: $0.00

Hame on Acct: I Otk Surch: $0.00
PerFage Surch:  $0.00
Free [tems: 1

Exp. Date: I / _____ Y

I
‘Z{CIick this button to agl'tl a new Charge Profile or edit charges.

Hotes

P
Add/Edit Cha Profile | Add/Edit Cost O | - [ Add State/Prov Sales Taxes
[Click this button to add or edit
Co=t Cenmters for this Patron. |

hoose a Charge Profile to be used for computing
arious charges for this Patron. Yalues for current ok |
wrofile 4.00 Default are shown in the box abowve —

ight. The default value of 4.00 Default will he used I
hmne 5o Lot balaeale Cancel

Apply

[elete F'atr-:unl

The Primary Cost Center will appear in the box, and any other Cost Centers available for this
Patron are in the dropdown box, so that changes to Primary Cost Center can easily be made.

If the desired Cost Center isn’t on the list, click the Add/Edit Cost Ctr button to bring up the
Add/Edit Cost Center Form.

Add/Edit Cost Center Form

Displaying All Cost Centers

All current Cost Center values are available in this form. Records can be added and edited here
from either the Patron or Department Information forms.
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5 Add/Edit Values x|
Eust Centers:
12345
123456
Current Walue: 1884
2611-1032
1884
I 2661
6100
hoo=e Cost Center from 6120
ist or Clear the box above 0

o add a new value. [TAB]
oves focus to list.

ok Back

Clear Delete

The list shows all Cost Centers in the file, with the Cost Center from the Patron/Dept being edited
in the Edit Box. To add a new Cost Center, click Clear and type in the new value.

To choose a new value from the list of existing Cost Centers. Just click the value on the list until it
replaces the 1884 now in the box.

To edit the current value, make changes in the edit box.

Global Cost Center Changes

When you make a change, you will also be given a chance to propagate this change to all other
iterations of the current value (1884, in this case):

Global Cost Center Change x|

You have changed the Caost Center fram 1834 ta 18734,
Thiz iz an Edit that will affect all ather recards with the 1884 waluel

[f wou want to make thiz Cost Center change a Global Change
fram 1884 to 18784, click Yes.

Dthenyize, Click Mo to create a New Cost Center Record for 18784 along with 1884,

[Click the 'Clear’ button, on the Cogt Center form, to clear the bow and add the new Cost Center
walue. ]

[Click 'Cancel to Bail Out and think about it further. ]

Change All 1884 Cost Center References?

Mo Caricel

If you want to change all the 1884s in the database to 18784, click Yes. If you just want to add
the new one, click No. To bail out entirely, click Cancel.

Mapping One Cost Center Value to Another



175.

If you want to map a current Cost Center to another existing Cost Center, just edit the current
value to match that exiting Cost Center value. When you click Ok to save, you’ll be asked if you
want to map the old value to the new.

Cost Center 18884 Already Exists! x|

WARMIMG! A Cost Center Becord for 18384 Already Exizts.

Do pou want bo change all 18384 Cost Center references in aszociated tables from 1884 to 13384

and delete the 1834 Cost Center?
Cancel |

When you click Ok or Back. Whatever value is currently in the Cost Center Edit box will be
brought back with you.

Assigning new Patron Cost Center to Backfile Records

If this Cost Center is a new Primary Cost Center, you'll be asked if you want to apply this new
Cost Center to ALL Borrow Items for that Patron:

Assign the 2661 Cost Center to B =i

Cost Center 2667 iz a new Primary Cogt Center far Daly, Jay.

[ro pou want ko alzo azzign thiz new Cozst Center to
=Eh) L= jbeme in the Borrow (bem B ackfile for thiz Patron?

[Thiz wall only affect temz marked Open and
waon't alker any Paid or [nvaiced items. ]

1w |

If you click Yes, then all Patron Borrow records with the Local Status of Open will be assigned
this new Cost Center value. You might want to be careful about this if you have other,
specialized Cost Centers assigned to this Patron (Grant numbers, etc.).

Assigning new Dept Cost Center to All Patrons in Dept

If you change the Primary Cost Center for a Department, you will be given the chance to extend
this Cost Center change to all members of that Department:

Propagating the 1884 Cost Center. il

Cost Center 18584 iz a new Primany Cozt Center for Department LIE.
Do you want *=4LL** Patranig in the LIB Dept ta uze 1884 az their Prirmary Cost Center also’?

[Thiz will be effective for new requests only and will nat alter any requests already filed. ]

Answering Yes here will propagate this new Cost Center to all Patrons in the Department. It will
make changes in the Patron records only, and won'’t affect any items already in the Backfile or
Outstanding file; in other words, it will be used as the default Cost Center only for items requested
after this date.
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Disassociating a Cost Center from a Patron or Dept

To disassociate a Cost Center from a Patron or Department first move it from its place in the
dropdown list to the Primary Cost Center box. Answer No to any prompts for Global Changes,
etc. Right-click the Add/Edit Cost Ctr button to prompt for the removal of this Cost Center from
those associated with this Patron or Department:

Remove Cost Center? . x|
WARMIMG! *ou are about to dizazzociate the Cost Center 13884 from thiz Patron R ecard:
Draly, Jay

Thiz means only that thiz Cost Center will not appear in the Dropdown Combo Box
for Cost Centers on thiz Patron Recard.

[t haz no effect on Backfile tems [Edit the Cost Center, itzelf, if you want to change those]
and can be added back at any time by uzing the Add/E dit Cozt Chr buttar.

Remowve thiz Cozt Center fram Daly, Jay?

Cancel |

This will Remove the Cost Center from the list of those associated with this Patron or
Department. It won't affect any earlier assignments of this Cost Center to individual items, but it
will result in the Cost Center appearing to be blank when the item is viewed by clicking the + sign
in a regular Borrow Grid, since the contents of the Cost Center field are vetted on the fly each
time the subgrid is opened, and only values associated with the Patron on that line are allowed.

In most cases, it's probably less confusing to simply leave it, unused, in the dopdown list of Cost
Centers for that Patron or Department.

Cost Centers in the Borrow Items Grids

You can access the Cost Center information for each item in the Local Billing sub-Grid by clicking
on the + sign to the left of the record. Since this will toggle between the Citation Records
(tblBorrBibs) and the Local Billing view (tblBorrLocals), you may have to click a few times before
the proper view comes up. The Cost Center assigned to each item can be changed here with
any value currently associated with that Patron/Dept; these values will populate the dropdown
box when the Grid item is opened.

i N ltemn Ba e-B gue he
- RONO  |Patron Dept Libr Chrg |Year |Title emType [tem |Sent Recd [Statu [Dell
ﬂ':' 5432617 Tate ;I 6249 COUCOA ;I £10.00(1982 |Am J commu |Journal |Copy |1/25/200z|1/25/20 |Recen | Mail

ChobsPat|Dept ChoaAsDe | CostCir Iterm LocalDel |Rush LocalStat 0|Recen |Mail
§4.00 f2449 §4.00 a224 1982 Am J co|Pickup Mo Open 0|Recen | Mail

1 S i e aer e mm s rraaes nms remns e as e om0 [Recen [Mail

You can also edit the ChgAsPatron and ChgAsDept fields at the same time.

Cost Centers in the Local Billing Grid

Cost Centers appear at the top level of the Local Billing Grid, with dropdown boxes populated
with all associated Cost Centers to make any changes necessary.
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- RONO  |Patron PatChrg |Dept |CostCenter (Hem Local Rush [Local |Recd Paid On |Loc
_i|* 5988555 Aubrechi ;I £4.00 RADIO 1884 ;I 1999 Transplant it Pickup No Open 272672002

[ T 6550447 |Aubrecht ™| $4.00 RADIO 1884 2000 Clinical J pa |Pickup [No PaidP [4/12/2002 (8/5/2002 |[Inv
o T 2812876 Barqawi- ™ | $4.00 NEPH | 2661 1997 Risk adjustn Pickup Mo ImvDe | 172572002 v
¥ 5419498 Barqawi- ~|$4.00 |nepn 18113 1993 Crit reviews Pickup |No |ImDej 17252002 [inv

While you're allowed to change the Cost Center even for items that have already been Invoiced
or Paid, it won’t change the value of the Invoice or Payment already created. To make a true
change, first delete the Payment on the Payments Form (if the item was Paid) and then delete the
Invoice, either from the Payments Table or by changing the Local Status back to Open. Then run
the Invoice again with the new Cost Center value for that item.
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Local Billing
Billing Options and Forms

Local Billing Grid Tool Bar Button

Choose the Local Billing Button on the Tool Bar to get to the Local Billing Grid.

ey

Lacal Billing

This Grid shows Local Billing-related information, including Paid Date and the Invoice Number
related to each item. When you select the Local Billing Grid, an additional criterion on Charge
<> 0.00 is applied, so that the Local Billing Grid won't include FREE items. ltis a list of items
with either PatChrg > 0.00 or DepChrg > 0.00 that have been received. No items where both the
Patron and Dept Charges are Free will be included; these must be edited in the Locals Sub-Grid
of the Borrow Items Backfile Grid, if they are incorrectly set to 0.00. Better yet, properly setting
the Local Charge Profile for this Patron will automatically compute and display the proper
charge when the item is Received.

The Local Billing Grid also includes two special Ribbon Search Buttons:

Create
Patron
Invoice

This ribbon button will appear when the default search is a Patron Search (which is most of the
time). After the Search Dept button is clicked, though, the ribbon button will change to:

Create Dept
[rnice

For more information on creating Invoices from within the Local Billing Grid, see the Local Billing
Grid section, below.

Local Billing Setup Menu Item

Before printing Invoices for the first time (and whenever you need to make changes to any of the
Invoice boilerplate information thereafter), check under the Setup Menu for Billing Setup, which
contains values for items normally printed on an Invoice (for now, the same setup is used for
Local Billing as is used for Library Billing).

| Setup | AddNew Lookup | Biling
[ % Setup Form

@4 Locate QuickDOC DB
- Billing Setup

m Edit Library Charge Prafiles
E Edit Lozal Charge Profiles
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Billing setup includes the following items:

% Billing Setup %]

005-23456

Agoos Medical Libra
G617-667-4225

617-667-7197

NET 30

Enter the Cost Center you want printed on Invoices.
Leave Blank if you don't want that held printed.

Brief descriptions and context-sensitive help are in the yellow box just above the Command
Buttons.

Print Local Invoices
All Print Invoices choices are on the Local Billing Menu on the Menu Bar.

Local Biling | Reports Utiities | wir
& Frint Patron Billz

ﬁ Fatron Trial |nvoices

Fatron Invoices Outstanding
& Fiint Dept Bills

E Dept Tral lnvoices

& Frint Cost Center Repart
Dept Invoices Outgtanding

o Fayments

The Invoices choice is also available under the Reports Menu Bar item, Borrowed Iltems. Use
this method to print a regular monthly Invoice run. Invoices can be printed to Print Preview, in
order to get an idea as to what will be generated, or to any Printer that shows up in your list of
Printers. Local Invoices can also be printed with up to 5 copies on each run.

Local Invoice Numbers are composed of:

For Patron Invoices: P+the Patron Number + a unique number from 0001 to 9999
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For Dept Invoices: D+the first 5 characters of the Dept Abbr + unique number from 0001 to
9999

For Cost Ctr Invoices: C+the first 5 characters of the Cost Ctr + unique number from 0001 to
9999

The last Invoice Number used is kept in the tblLocals Table in QuickDOC.MDB, under the tag
LastDeplnv for Depts/Cost Centers, or LastPatinv for Patron Invoices.

How Items are Selected to be included in an Invoice:

1. The item must have a Patron or Dept Local Charge other than 0.00
2. Local Status must read Open.

In the Local Billing Grid below, only the last two items, with the red check marks, would appear on
an invoice run, either the automatic batch run or a single Invoice printed from the ‘Create Invoice’
button:

- RONO  |Patron PatChrg |Dept |CostCenter |item Local Rush |Local |Recd Paid On |Loc
o + 5498017 |Adams _~[$4.00 |PUL M|6100 2001 Ann hemato |Pickup |No  |PaidD 1/31/2002 |8/4/2002 [l
o * 484387 |Adams < |$4.00 PUL M|Pulm001 2002 J healthcare Pickup |Yes |PaidD (4/10/2002 8/472002 [lme
_|‘#‘ 5498016 Albano _~|$0.80 |NC 6100 2000 Pediatric he |Pickup |No  |PaidP 1/31/72002 |8/472002 [lnmv
J*’ 5752428 |Albano ™| %$0.30 7540 |TBET 1999 Cancer prac |[Pickup |No PaidP (1/3172002 |8/472002 | [Ime
H“F 5925491 Amer > 1$4.00 INF DIf 8110 1952 Am .J public |Pickup |No Open |2/1972002

Hf‘f’ 5934945 Amer ¥ | $5.00 INF DI% (8110 1963 Br medical . |Pickup |No Open (272072002

Print Patron Bills

The Print Patron Bills choice prints the batch of Invoices using the CHRGAsPatron charge (the
header is PatChrg on the Local Billing Grid) for the period selected. The Patron Invoice format is
as follows:
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]-_l]VOice Invoice Humbers for Patrons begin
01-Jan-02 to 30-Apr-02 with P + the Patron Humber.

15-Aug-2002 Invoice Number: [P160)0069 Page 1
Make Check Payable To: Agoos Medical Library Terms: NET 30
Beth Israel Deaconess Medical Center Tel: (B17) 6674225
Agoos Medical Library Fax: (617) 667-7197
330 Brookline Ave. jay@ caregroup harvard.edu
Bostor, LA 02215

Cost Center: 1884

Include copy of Irvoice or Inv No. with payment

Bernice Pasut Patron llame

HEMONC £————pept | Primary Cost Center: 7887
El114a lr‘.‘!..:l stop (if full address isn't in Patron record)
Invoice Total: $8.00
Ttem# Depr Cosr U RegiDd Trem Charge  Date Ree'd
1 HC OA952238 19928 Cmality of life from mrsing patient perspectives $4.00 0l-Apr-02
Total Itemis With No Cost Center: 1 Mo Cost Cir §:  $4.00
2 HEMOHNC 7287 04915478 12598 Cruality of life from mursing and patient perspect $4.00 26-Feb-02
Total Items For Cost Center T8ET : 1 Cost Cir Chrg: $4.00
Total Items For Pasut, Bernice: 2 Total Charges: $8.00

All Invoices are subtotaled by Cost Center, if more than one Cost Center is indicated. The
Primary Cost Center that is filed with the Patron or Department record is indicated at the top, as
well as on the individual item line, if a Cost Center was associated with that item at the time it was
received.

During each Patron Invoice Print, the Local Status of each item will be set to InvPat , the
CHRGAsPatron value will be copied to the LocalCHRG field, the Invoice Number will be copied
to the Locallnvoice field, and all information about each invoice will be added as a Patron
Invoice Record in tbiPatinvoices in QuickDOC.MDB.

Once the Invoice is printed for an item, the Invoice Number is available on the Local Billing
Grid, in the Local Invoice column, format [Inv=P160 0069]. It can be searched under just
“Containing” 0069 in most cases.

HTML Invoice option for Electronic Patron Billing

At the time Patron or Department Invoices are printed each month, you can opt to save a copy of
each Invoice as an HTML file. These HTML versions of the Patron, Department or Cost Center
Invoice can be forwarded as an email attachment to Patrons and Departments you wish to bill
electronically. To save an HTML version of an Invoice run, check the Also save each Invoice as
an HTML file checkbox on the Borrow Reports form after choosing the Invoice By Patron Report.
Invoices printed, or reprinted, from the Local Billing Grid will also provide a prompt for this save.
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“# Borrow Reports EI
Report Name: I"W‘Ji":e By Dept =
PrintTo: IPrim Preview j

Copies: |1 :I'
Begin Date; [Jan 01,2003 ~|

End Date; [Jan 31,2003 |

[T Use Patron Chrg, not Dept/CostCtr Chrg

[T Also save each Invoice as an HTML file.:

Check This Box if you want 1o save a copy of each Invoice in HThL
format, in the 'Export folder under the database location, with a
filename like DIyl 234 ktm far email sttackhments.

Primt Now | Exit

If this box is checked, a copy of each invoice will be saved in the Export folder that always exists
just beneath the location of the QuickDOC.MDB database. All Patron Invoice HTML files will be
in the format PInv##H## (where #### is the actual four-digit invoice number), e.g., PInv1234.

Since these files aren’t created during Print Preview, it will be necessary to print at least one
copy of the invoice in order to have the file generated. Once the files are made, you can use the
printouts to identify the files to send as email attachments. They will all be together in the Export
folder:

QuickDOCHE »port | @G
Co=t Center| _Name I Sizel Type ¢
Invoices i) Clrw0004 b 4KB HTM File
8 Clrv 0008 bt 4KE HTM File
Dept Invoicesi i8] Clnv007 ht 4KE HTM File
8 Dl 0007 htm EKE HTM File
= description. E Ol 0002, hbrn 4KE HTH File
#] LInv0005.him 4KE HTM File
Patron &) Plre 0008 htm 5KE HTH File
noices 8] Plrv0009. him SKE HTM File

These HTML Invoice files will be deleted when an Invoice is deleted, and also when an
Invoice is paid, but it will be useful to clean these files out from time to time to prevent clutter. If
you delete an HTML Invoice file that you later want to resend, you can recreate it by running a
Reprint of the original Invoice.

HTML Invoices are quite similar to printed Invoices and will be displayed in whatever might be
the default Browser of whoever clicks on the file icon. Displayed in Internet Explorer, the Patron
Invoice looks as follows:
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dress I@ C:\Program FileghMicrozoft Wisual Studio' B3840 uick DO CAE wportsPlne 0008, him i I f‘> Go | J

Make Check Payable To: Agoos Medical Library Terms: NET 30
Beth Israel Deaconess Medical Center Tel 617 667-4225
Agoos Medical Library Faxw 617 667-7197
330 Brookline &we. There are no page breaks in an HNTML Invoice, Email:Gelverdcaregroup harvard edu)
Bostor, LA 02015 since the recipient can scroll down to check,

::l-.(:)l:ils-(n.;?r:;_jmwser will make page breaks Cost Center: 108266

Include copy of Invoice oy Inv No. with payment

FatF .. -7, E.ML The HTML Patron Invoice Ipoks similar to the printed

. version, but with adeal email (maiftoc} linKand
Eeth Israel Deaconess Medical Center somewhat more white space. This is Invoice# P66 0008
330 Brookline fvwe. g0 it is saved as ...\Export PInv0008.htm

Boston, MA 02215

The Cost Ctr, ReqlD and kem fields may be a bit more truncated in HTML. | Invoeice Total: $10.00
Deme ¥ Dept \\Casl Cir \mgﬂ) B Charge Dade Rec'd
1 NUR:A 3945123 1995 Int I nursing practice. Mow, 1(11:68-9 $300 10-Drec-02
2 NUR:3 8045122 1982 T professional nursing Jul-Aug; 2040202 $500R  10-Decz
[Total ltems For F~7 .., 7, Pat: 2 Total Charges: $10.00 [R = Rush]

Unused copies won’t hurt anything, but will require cleaning out that Export folder from time to

time. At some point | hope to have some general profile for suppressing this box for those who
will never print an HTML Invoice, but for now just press N here and keep the HTML checkbox
unchecked in the batch Invoice prints.

Print Dept Bills

The Print Dept Bills choice prints the batch of Invoices using the CHRGAsDept value (the
header is DeptChrg on the Local Billing Grid) for the period selected. Unlike the Patron Bills
choice, the Department Invoice form includes an additional Use Charge stored with Patron
Record Checkbox that will allow the Invoice run to use the CHRGAsPatron value rather than
the default CHRGAsDept value, so that individual Patrons within a Department can be charged
according to a different charge schedule, when this is appropriate.
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¥ Borrow Reports x|

Dept Imwoices

PrintTo: IF'rint Preview j
Copies: |1 :Iv
Begin Date: |'u101,2002 |

End Date: |Jul 31,2002 ~|

v iise Charge stored with Patron Record, not Dept Record;

Check This Box if you wiant to use the Charge computed
rom the Patron’s Local Charge Profile, even though this is
Dept or Cost Center Ivoice. I left unchecked, the Dept

Print Now

The Department Invoice is similar to the Patron Invoice, as illustrated below:

Include copy of Iivoice or v Mo. with payment

Hematology/Cncology [HENMONC]

Beth Israel Deaconess Medical Center Primary Cost Center: 7887
FA-430

330 Brookline Ave.

Boston, MA 02215 Invoice Total: $45.10

Both Dept and Patron Invoices are broken down by Cost Center, if more than one
Cost Center is indicated. Rems with no cost center attached are shown first.

Total Items For Cost Center T8BT : 1

Total Items For HEMONC: 12

Cost Cixr Chrg: $4.00

Total Charges: $45.10

Jtem# Patron Cost O RegiDl Jtem Charge Date Rec'd

1 Fleitz, hlie 5644194 1995 T abmormal psychology. May;102(2):248-58 $1.10 25-Tan-02

2 ZServetar, Ellen 5812717 1999 Hospital topics. Winter;77(1):14-26 $4.00 03-Feb-02

3 Servetar, Ellen 5812714 2000 T clinical marsing. Jan#(1):71-82 $4.00 11-Feb-02

4 Servetar, Ellan 5812812 2000 Hursing times. 26027 Raly §-127:12- $4.00 11-Feb-02
Total Items With No Cost Center: 4 No Cost Cir§: $13.10

5 Pearson, Joanne 1854 56353523 199% Insight (Am Society of Ophthabnic Registered Hurs $4.00 07-Feb-02

& Pearson, Joanne 1284 SA33596 2001 Murse education today. May21(41:5323-33 $4.00 07-Feb-02

7 Sclmlz, Lanra 1584 SBES759 2000 Ann hematalogy. dug;79(8):407-13 $4.00 14-Feh-02

2 Sclmlz, Lanra 1884 5935026 1992 Inmminology letters. Dec 34(3):207-11 $4.00 19-Feb-02

9 Sclmlz, Lanra 1884 5935027 1281 Infection immmnity. Aug;33(2):636-40 $4.00 20-Feb-02

10 Sclulz, Lamra 1884 5935025 1988 Am J hematology. Jan;21(17:23-7 $4.00 26-Feb-02
Total Iterar For Cost Cender 1884 : 6 Cost Cir Chrg: $24.00

11 Hakes, Diane 7540 51627706 1998 Patient education commseling. hal;34(3):185-200 $4.00 06-Feb-02
Total Items For Cost Center 7540 : 1 Cogt Cir Chrg: $4.00

12 Pasmt, Bermce 7287 04915478 1998 Crality of life from mirsing and patient perspect $4.00 26-Feb-02

During each Department Invoice Print, the Local Status of each item will be set to InvDep , the

CHRGAsDept value will be copied to the LocalCHRG field (unless the CHRGAsPatron

checkbox has been checked), the Invoice Number will be copied to the Locallnvoice field, and

all information about each invoice will be added as a Department Invoice Record in

tbIDeplnvoices in QuickDOC.MDB.
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Once the Invoice is printed for an item, the Invoice Number is available on the Local Billing
Grid, in the Local Invoice column, the Department format (not shown above) is [Inv=DHEMON
0029]. It can be searched under just “Containing” 0029 in most cases.

HTML Invoice option for Department Billing

All Department Invoice HTML files will be in the format DInv#### (where ####H is the actual
four-digit invoice number), e.g., DInv1234. The format follows that of the printed Invoice:

Diny0001 - Microsoft Internet Explorer

J Address |J Links *

File Edt iew Favotes Toolz Help |J - @

InVOlce There are no page breaks in an HNTML Invoice,
since the recipient can scroll down to check,
and hizher browser will make page breaks

01 -Aug-02 to 07-Feb-03 | on printouts.

7-Feb-2003 Invoice Number: DEWEL 0001 Page 1
Make Check Payable To: Agoos Medical Library Terms: NET 30
Beth Israel Deaconess Medical Center Tel 617 667-4225
Agoos Medical Library Fax 617 667-7197
330 Brookline Avwe. Email: asilver@care group harvard. edu
Boston, A 02015

Since we don't bill the Be Well Dept the Dept record holds only Caost Center: 108266
the anil nothing else. The Invoice therefore
prints the Ably and then, finding neither a full name, an address, ) )
a mail stop, n-jalni_thinn else, prints the Abbr again. Include copy of Invoice or Inv No. with payment
The HTML Dept Invoice looks similar to the printed version, but with
BWEL a real email address link and somewhat more white space. This
BWEL Invoice DBWEL 0001 is saved as ... ExportiDInv0001.tm

i you were really sending invoices to this Dept you would want to edit the Dept s .
record and add Full Hame, Mail Stop, or whatever. Since this is an HTML Invoice, and Invoice Total: $2600
won't be mailed, you could set up the Mail Stop for some other value.

j Y- Patron Cost Cir RegID Bom ]Sume fields may be truncated in HTMLI Charse Date Rec'd
1 3 imakis, Dian 2ATITT 1 Clinical I pain. Dec; 17(4 Suppl)Ea77- $3.00 0E-1 o022
2 At 7abkis, Dian 2000 Clindcal theumatology. 19(10:1-5 $10.00 12-Now-02
3 At kis, Dian EAITITE 2001 Clitdcal thewmatology. 2006):401-3 $10.00 12-W o002
4 St akis, Dian EAITITE 2002 Clindcal I pain. Sep-Oct; 180532436 $3.00 12-W o002

Some fields are truncated on the HTML version.

Patron or Dept Trial Invoices

The Patron Trial Invoices and Dept Trial Invoices choices print exactly as the Invoice run will
print, except that Invoice Numbers aren't assigned, and only one copy of each Invoice is printed.
Use this instead of the Print Preview to generate actual invoices that can be used for
proofreading and editing prior to running the actual invoices.

Print Cost Center Report

The Cost Center Report has a different format than either the Patron or Department Invoice, but
it also functions as an Invoice, and will set the Local Status to InvDep and will file an Invoice
record in tbIDeplnvoices in QuickDOC.MDB.

The Print Cost Center Report choice prints a batch of Individual Reports/Invoices, one for each
Cost Center represented during the period in question, using the CHRGAsDept value for the
period selected. Like the Department Invoice form, the Cost Center Report form also includes an
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additional Use Charge stored with Patron Record Checkbox that will allow the Report run to
use the CHRGAsPatron value rather than the default CHRGAsDept value, so that individual
Patrons within a Cost Center can be charged according to a different charge schedule, when this
is appropriate.

The Cost Center Report format is set to Landscape by default. When first displayed in Print
Preview, the form may be displayed incorrectly, as below:

. Print Preview

ince the Print Preview for Cost Center Reports can't imé(lia‘tely accommodate the

Next Page E=pand Page Landscape format, you'll need to click the Expand Page button to get wide display.
Cost Center (1884) Report #: C1884 0001 15-Aug-2002 (01-Tan-02
Agoos Medical Library
Ttem# Comr O Fawon Depr NMailfmp Ree'd  Charge

1 1254 Smith-Sharp, Suzan  GEN MED E5S587-Feb-02 $4.00
2 la24 Pearson, Joanne HEMCOHNC E1187-Feb-02 400
3 1284 Paarson, Joanne HEMONC E1147-Feh-02 $4.00
4 1524 Selmlz, Lanra HEMONC COMBE PR $4.00
5 l&24 Sehlz, Laura HEMCOHNC COMB FRYR $4.00
& 1824 Selmlz, Lanra HEMONC CONE PR $4.00
T 1824 Sehlz, Laura HEMCOHC COL FRYR $4.00
2 1284 dothrecht, Kathleen RADIOLOGY 26-Feb-02 $4.00
Total Items= For 1884: 8

Use the Print Preview Expand Page button to expand to right margin to the right edge of the
screen.

The fully-expanded Print Preview, and the resulting printout, appear as follows:

. Print Preview -
Mext Page | Expand Fage  Close After expanding, report item is still truncated, but all the columns are there.

Cost Center (8107) Report #: [C8107/0007 15-Aug-2002

Cost Center Reports begin with C +
the first 5 digits of the Cost Center.

Tt Cost O Fatran Dept JaiiStap Charge RegqiDd Ttem pa!e Fea'd

Agoos Medical Library

1 2107 Culhane, Sara IOCIAL WE E3%0 $4.00 59255892 2001 T family st |15-Feb-02
2 2107 Culhane, Sara IOCIAL WE E3%0 $4.00 04624321 11292 Preventing |20-Feh-02
3 2107 Culhane, Sara SOCIAL WE E3%0 $4.00 Q5013028 1220 Preventing |28-Feb-02
4 2107 Culhane, Sara SOCIAL WE E3%0 $4.00 Q5013080 Bichehavioral a [28-Feh-02
5 2107 Culhane, Sara SOCIAL WE E3%0 $4.00 £500207 1996 T for psyeh L1-4pr-02
& 8107 Culhane, Sara SOCIAL WE  B3%0 $4.00 06243881 |1999 Child maltr 1 2-4pr-02
7 8107 Culhane, Sara SOCIAL WE  E3%0 $4.00 Oad14402 41595 Psychology(0-4Apr-02

Total iems For 8107: 7 otal Charges: $28.00

|In the final Land=scape printout, the kem column expands to its full wi(Ith.|

During each Cost Center Report Print, the Local Status of each item will be set to InvDep , the
CHRGAsDept value will be copied to the LocalCHRG field (unless the CHRGAsPatron
checkbox has been checked), the Invoice Number will be copied to the Locallnvoice field, and
all information about each invoice will be added as a Department Invoice Record in
tbIDeplnvoices in QuickDOC.MDB.

Once the Invoice is printed for an item, the Invoice Number is available on the Local Billing
Grid, in the Local Invoice column, the Cost Center format is [Inv=C8107 0007]. It can be
searched under just “Containing” 0007 in most cases.
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HTML Invoice option for Cost Center Billing

All Cost Center Report/Invoice HTML files will be in the format Cinv#### (where #### is the
actual four-digit invoice number), e.g., Clnv1234. The format follows that of the printed
Invoice/Report:

Cln¥D007 - Microsoft Internet Explorer -
File Edit “iew Fawortes Tools Help ‘

b= Back - = - ) 7| @ seach [GFavoites (fHistoy | By S = -

Hdress |&] C:\Frogram Files{Cost Ctr files begin with C in folder}Eport!Clny0007. him =] @60 ||Li

(01-Now-02 to 30-Now-02)

Cost Center (OBGY10909012345678) Report #: COBGY1 0007 8-Feb-2003
Agoos Medical Library Cost Center: 108166

The Cost Center Invoice Report, which prints out

in landscape, has truncated columns in HTML Invoice Total: $10.m}
Tom# Cost Cir Patron Dapi MailStop Charce RegiD Bom Date Rec'd
1 OBGFVI090... Richardson, Martha OBGY $500 8A52TA0 2002 Ohste 05 ow-02
2 OBGY1090... Richardsorn, Martha OBGEY $500 2A34251 2001 T it 12-Now-02

Total Iiems For OBGT10909012345678: 2 Total Charges: $10.00

Some fields are truncated on the HTML version.

Running Cost Center Reports as Reports Only

Since Cost Center Reports are also Invoices, they will make all the normal changes to Local
Status, LocalCHRG, Locallnvoice, etc., and will post an added record to the tbiDeplnvoices
Table. If you want to run the Cost Center Report as a report only, use this strategy:

1. BEFORE running any Invoices for the period in question, run the Cost Center Report
for that period.

2. Go back to the Local Billing Grid and search the same time period as the Report, Search
By Invoice No. “Containing” Inv=C. This will fill the Grid with all the items on the Cost
Center Report for that period. (You can also search by Local Status = InvDep if you
know there were no other invoices run for a Department during that period; Cost Center
invoices are marked with Local Status InvDep.)

Change the Local Status of the top row back to Open.
Click the header on the Local Status column and choose Global Change.

Click Ok when asked whether you want to change all values in that column back to
Open.

After a brief pause (or perhaps not so brief if you have thousands of items to be reset) while the
Global Change goes to work, the Local Status, LocalCHRG, and Locallnvoice values will be
returned to Open, 0.00, and blank, respectively.
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Local Billing Grid

Here’s an example of the Local Billing Grid, which is accessible through the Local Billing Tool
Bar Button:

[ | pcal Billing Items

Create
Fatran
Imvoice

Search By
Status of
Reguest

Search By
Date &
Reghla

Search By
Patron

Search By
Dept

Search By
Irvice Mo.

- =
] Be Print <
Segrch By Dates Recs To Pmits |

Search for Rec No. lContaini g j l (22 Recordis) retrieved
l=e 7 As WildCard For Any Sincle Letter or Mumber

his Grid is using the' CHRGA=Patpén field to determine which These items have heen already paid. A Local Status of Open |y
ems are displ {must be =8.00}). You can tell because the means the the item,js available for the next Patron, Deptor i
(Create Invoice ribbon button refers to'a Patron Invoice. Click the | [Cost Center Invoice generated for this time frame. -

Search By Dep‘f ribbon Intton to change the orientation. lm']
- RONDO  |Patron PatChrg |Dept |CostCenter [ltem Local Rush*|Local |Recd i Loci
1| 5462813 Abzug ;l $4.00 INF DI¢ {2661 2000 Ann surgica |Pickup |Yes |PaidP|1/25/2002,8/4/2002 [Hin:
ol % 5198017 Adams _~|$4.00 |PUL M|6100 2001 Ann hemato Pickup |No |PaidD 1.r31r2l:lpﬁ 8/4/2002 [l
o T §484387|Adams _~]$4.00 PUL M({Pulm001 2002 J healthcare |[Pickup |Yes |PaidD 4."1!].-?!1!]2 8/472002 |[limv-
_|4‘= 5498016 Albano T |$0.80 |NC 6100 2000 Pediatric he Pickup |No |PaidP 15}&002 8/4/2002 [l
o 5752428 |Albano ¥ |$0.30 7540 (7887 1999 Cancer prac Pickup |No | PaidP,) 1,51.-2!]!]2 8/472002 [l
ol T 5925491 Amer ~*1$4.00 |INF DIS(8110 1952 Am J public |Pickup [No [Open [2/19/2002
| | 5934945 Amer T1$5.00 |INFDI 8110 1963 Br medical . |Pickup [No lOpen }2/20/2002

The Local Billing Grid, because it automatically screens out FREE items, makes searching and
editing a bit less complicated for preparing Invoices, but be sure to check the general Borrow
Grids periodically for items mistakenly filed as FREE. Clicking on a cell in the Patron Column of
any Grid will expose the To Patrons button, where a Patron's charge may be quickly edited, so
that future requests are filed with the proper charge. Clicking in the Dept Columns will expose the
To Depts button, for similar editing of Departments. Clicking in most other Columns will expose
the To Payments button, for recording Local Payments, deleting Local Invoices, deleting
Local Payments, etc.

Show ALL Items in the Local Billing Grid

In the Local Billing Grid, No Charge (0.00) Items are usually excluded in the records retrieved.
Items must have a charge in either CHRGAsPatron, CHRGAsDept or LocalCHRG to appear in
the Grid. In some cases, though, you may want to see ALL of a Patron’s or Department’s items
for a certain period, to be sure that all items for which a charge should apply were actually
charged as specified.

You can cause the Local Billing Grid to show FREE items as well as charged items by
checking the Also Show 0.00 Items checkbox.
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Create Search By
Search By Search By Search By — = a;g> <;
Patran Dept Iiitori?:r; SRt:tUUSEEI Invaice No. dh Print
u Search ByDates  Recs To Pmits Exit
1 Last Name 'Equal To j IEherharl 3 Recordis) retrieved
LUse 7 Az WildCard Far &ny Sindgle Letter or Mumber

Search Dates Set To : 01-Jan-02 to 01-Nov-02.
Searching Patron Last Name - Equal To Value =~ -

Wfﬁrer. Date Recefved.
i Also Show 0.00 ltems

CRNTO TN b 1 e -heck this box to show ALL items in Local
Billing, even those with a charge of 0.00.

Patron PatChrg |De| ostCente [Hem Local |Rush |Local |Recd PaidOn |Loc
D5 Eberhart LI $0.00 é’fﬁ:ﬁﬁ 2001 Stanford nui [Pickup |No Open 172572002
i1 Eberhart ™| $0.00 7935 Topics in spinal ¢ [Pickup |No Open (17252002
12 Eberhart ™| $0.00 7935 1999 Inside case |Pickup (No Open | 172572002

The same search, run with the checkbox unchecked, would have retrieved no items for Patron
Eberhart.

Create Patron Invoice (in Local Billing Grid)

The Create Patron Invoice button creates an Invoice for the Patron selected. Before you can
create a Patron Invoice from the Grid, however, you need to first select the Patron to Invoice by
clicking the Search By Patron ribbon button and choosing the Patron from the Patrons List.

The resulting list will include ALL Items for that Patron during the period specified, but only those
with Local Status equal to Open and CHRGAsPatron greater than 0.00 will be included in the
Invoice.

Create Dept Invoice (in Local Billing Grid)

The Create Dept Invoice button creates an Invoice for the Dept selected. Before you can create
a Department Invoice from the Grid, however, you need to first select the Dept to Invoice by
clicking the Search By Patron ribbon button and choosing the Patron from the Depts List.

The resulting list will include ALL Items for that Department during the period specified, but only
those with Local Status equal to Open and CHRGAsDept greater than 0.00 will be included in
the Invoice.

The Create Patron Invoice or Create Dept Invoice buttons create an Invoice on the spot for
whichever Patron or Dept has been selected for items received during the period from the
Beginning Date to the End Date selected. Here are the steps to create an Invoice for Patron Edie
Albano using the Create Patron Invoice Ribbon Button of the Local Billing Grid.

1. Display Grid records for the time period involved:
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Flle Edit | Setup | AddMew Lookup | Biling, EFTS Logal Biling | Reparts Utiities | Window | Help | Last Portal: (=) Lend: 0 % Bomow: D

Items already invoiced

p— S S &
Clicking the first Ribhon Button + Search % d;é& ﬁ will also appear, but
retrieves all tems with a Patron Charge T - . |won't be included on
attached, sorted by Patron Last Hame. #dd Lend Loea(Eilling Library Biling any invoice generated.
e ————
SE’DE'T“S?V Search By | Search By |Create Dept 5;;2{32 E'f‘” mﬁ\h = a;g> <b
Ra EN Patrun Dept Inwoice E— Invaice Mo, Brint
HE 4 Search  ByDates Recs  ToPmts Bt
Search Request Numbels Containing - I 622 Recordis) retrieved
IJze 7 Az WildCard For Any Sinale Letter or Mumber

Click here to display a Patron List, which i

Patron to Invoice. These are one-at-a-time Invoices,

lick here only after Dept {or Patron) has been selected.

= used to

H

QR' ct thel

Billing Grid by Default captures only items with
Charges Attached. {Using Patron Charges] Fré

i

ick here to do the same by Department, one Dept at a time.

- RONO Patron PatChrg (Dept |CostCenter |Hem Local Rush |Local |Recd Paid On [Loge
oi|* 5462813 |Abzug ~|$4.00  [INF DIS|2661 2000 Ann surgica [Pickup |Yes |Open |1/25/2002

| % 5498017 |Adams |$4.00 |PUL M 6100 2001 Ann hemato Pickup |No  ImvPal 1/31/2002 P33q
[ T $484387 |Adams _T|$4.00 PUL M|Pulm001 2002 J healthcare |Pickup |Yes |lnvPal (4/10/2002 P33lj
J‘#‘ 5498016 |Albano T|%$0.80 |NC  |G100 2000 Pediatric he Pickup |No  Open 1/31/2002

J‘#‘ 5752428 |Albano _*|%$0.30 7540 |7887 1999 Cancer prac |Pickup |No Open |1/31/2002

_|* 5925491 |Amer *|$4.00 |INF DI 8110 1952 Am J public |Pickup |No  Open 2/19/2002

The list is sorted by Patron Name (but we can change the sort by clicking on the column header
ans selecting a different sort order). We can see two Albano requests in rows 4 and 5 of the Grid.

2. Click the Search By Patron ribbon button to select the Albano record.

264 Patron Record(z) Fetrieved
Search By Search By gr?ate Baniatrch Elfv Search E _Patrons List
Fatran Diept alron S 0T yaice v [Lasts ] First M |Dept x|
Inynice Feguest [Mone] [Mone]
) Abzug Joe INF DIS oo
nLast Name 'qulal To j Accurso Frank 8115
Adams Mancy PUL MED |1
== Albano Edie 7540
g Characters of Search ltem. PrE?i'E ENTER {or /@7 ALOwain M ohammer 7R85
) in Blank Field To Retriewe All Records. . Amer 8110 INF DIS i
Cha_nge Anszan-Jones |Asad INF DIS -
———— | Aubrecht Kathleen RADIOLOC |:
—— — B alasubramai | ¥ivek 8115 H
licking this Ribhon Button A k
lizplays the Patrons List. garqawldune JAI ;I;FI"]H !
lick once on the Patron you anera nse !
ant to Inveice to display = Bassal Mylene PHAM '
ems for that Patron. Then click the Create| |Beresford Carol ?
Patron Invoice ribbon Berg Gene Ortha ORTH
button to actually Berman Stephen ?
print the Invoice. Bogan Paul WP :
Bozh Jeannie META H
Brekke Dona ? -
1| ’

This will bring the two Albano records only into the Grid. Ready to create the invoice.
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SIEE By Search By Search By Lz
Date & Patran Dent Patran
Reqgtlo M In\to\ice

Search By
Status of
Reguest

Search By

Imvoice Mo.

%
dh Erint a;g ¢
Search  ByDates  Recs  IoPmits E:it

Search Patron Last Name 'Equal To

- | [Albano
= o

2 Record(s) retrieved
Lze 7 Az WildCard For Any Sinale Letter or Mumber

These two items came up for Patron Albano. To print the Invoice = Search Dates Set To : 01-Jan-02 to 22-Jul-02, -
ust click the Create Patron Invoice ribbon button above. Invoice : is Patron is not the one you want, Elick back)
will be printed, Status changed to InvPat, and the Invoice number Save into th&'Search Text Box to get another Patron List
P+Patron Humber for Patrons) will appear in the Local Invoice Ehanges } — -
olumn at the far right.
Reque B ndmadual Patron

- RONO Patron PatChrg |Dept |CostCemter [Rem Local Rush |Local |Recd Paid On |Local
1|7 5752428 |Albano ;I $0.30 7540 |788BT 1999 Cancer prac |Pickup |No Open 173172002

_ = 5498016 |Albano _~|$0.80 NC 6100 2000 Pediatric he Pickup |No Open |1/31/2002

3. Click the Create Patron Invoice ribbon button to create the Invoice. When printing is
finished you’ll be brought directly back to the Grid, with Local Values changed as

appropriate:
SEaartc;hS?y Search By | Search By gr?ate 85'::::52 ETF Search By m % @ <;
Faahl Fatron Dept | & r_un = + Invoice Mo. ih Print
S RIS DIEE EANES Search By Dates Recs  ToPmis Exit
:;arch Patron Last Name Equal To j l 2 Recordis) retrieved
Lize 7 AsWildCard For Any Single Letter or Number

After the Invoice is printed, related values are updated on the Grid, in the
LocalStatus and Locallnvoice columns, shown below. The {unseen)

BorrLocal 1is setto €
upon the type of Invoice.

HRG or DepCHRG, depending

Search Dates Set To: 01-Jan-02 to 26-Jul-02.
Borrower Recs where [Local CHRG <> 0]and. -

[Local Status = Rec'givgd],' for Printing an Ill\,fﬂli;e :

r RONO  |Patron PatChrg |Dept |CostCe [ltem Local acal |Recd Paid On [Cocalmvoice
d|= 5752428 Albano ;| $0.30 7540 (7887 1999 Cancer prac |Pickup |No ImvPat [ 1/31/2002 [Im=P142 0
[~ = 5498016 Albano _~|$0.80 |NC 6100 [2000 Pediatric he |Pickup |[No  |Im#Pal|1/31/2002 [Im=P142 0

Invoices printed from the Grid are no different in format from those printed in batch. You are also
asked before the Invoice is printed if you also want to save an HTML version of the Invoice:

Save az File?

Invoices for items printed from the Local Billing Grid will be printed using the last Printer you
specified when printing an Invoice Run, and in the number of copies specified then, as well.

Reprint an Invoice

You can Reprint a single Invoice for any invoice listed in the Invoice Column on the Local
Billing Grid by clicking once on the Invoice cell to be reprinted, then clicking the 'Reprint’

Button.
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[ | pcal Billing Items =1
S%artch;h; Search By | Search By g:::jﬁ Sset:truc: 51? Search By = a;g> G
Ra EN FPatron Dept Invoi = i Invoice Mo. ] L Reprint
SR MSLEIIES EALES Search By Dates| Inwoice | To Pmis Ex
=

Search for Rec No.

Field is Imvoice Associated With This Request. Values should
NOT usually be changed here in Grid. If avalue is presemt, Click

Containing

=)

"Reprint’ to Primt a Copy, 'To Pmis’ to Pay.

22 Record(sh retrieved |

Lse 7 As WildCard For Any Siﬁple Letter or Mumber

- Patron |PatChrg |Dept |CostCenter (Hem Local Rush |Local |Recd Paid On |Locallmwoice

ol + adar ~[$4.00 |PULM|6100 2001 Ann hemato |Pickup (No  |PaidD 1/31/2002 |8/4/2002 I[Inmr=DPUL M 0017]
| + Adar T $4.00 PUL M (Pulm001 2002 J healthcare Pickup |Yes |PaidD |4/10/2002 |8/472002 f!|N=DPUL M 0017]
J‘#‘ Alban | $0.80 NC 6100 2000 Pediatric he Pickup |No PaidP | 1/3172002 8472002 [~1v=P142 0188]
_|4” Alban ™| $0.30 7540 (7887 1999 Cancer prac |[Pickup |No PaidP | 1/31/2002 8/4/2002 [Ik|v=P142 0188]
ol * Amer T [$4.00 |INFDIS|8110 1952 Am J public Pickup (No  |Open 2192002 Chck here

o ¥ Amer T $5.00 INF DI¢ (8110 1963 Br medical . |Pickup |No Open |2/20/2002[to reprint.’|

i|¥ Ansa ~|$4.00 |INFDIE8110 2000 Br J haemat Pickup No Imvej 153172002 Tinv=D8110 0092]

Invoices reprinted in this way will be printed, using the last Printer you specified when printing an
Invoice Run, and in the number of copies specified at that time. The Reprint will include all items
with that Invoice Number in the Invoice column and will re-calculate the Invoice Total as it prints,
so that, if you delete an item, and then reprint that Invoice, the Invoice will include the original

invoice total at the top, but a revised total at the bottom.

Payments made on an Invoice are subtracted from the Invoice Total at the top, and are
also noted as Payments at the bottom of the Charge column, along with both the original
and revised Invoice Totals.

On Invoices printed or Reprinted from the Local Billing Grid, you are asked before each Invoice is
printed whether you also want an HTML Invoice file saved:

Save as File?

This question will appear before each print or reprint; just press N to dismiss it without saving as

HTML, or Enter to save a copy.

paper:

Invoice Reprints in HTML follow a similar format to Reprints on



193.

PInv0008 - Microsoft Internet Explorer

Fie Edit “iew Favortez Toole Help

f=EBack - = - @ ot | @Search (3] Favarites @History | %v = N=

ddress @ C:\Program FileshMicrosoft Wisual Studio'B 9840 uickDOCAE porty Pl 0003 hitrm j @Gu

A Reprint of Invoice P66 0008 will save again a 1
copy to . ExportPlnvd008, with the additional IIlVOlce

Reprint features, such as the Reprint Date andl
any payments already maide to the Ilwnic; 01 -J’-‘Lug—[]z to 07-Feb-03

[First Print: 7-Feb-2003.]

7-Feb-2003 Invoice Nunber: P66 0008 Page 1
Make Check Payable To: Agoos Medical Library Terms: NET 30
Beth Israel Deaconess Medical Center Tel: 617 667-4225
Agoos Medical Library Fax: 617 667-T197
330 Brookline Axve. Email: asilver@caregroup harvard edu
Boston, MA 02015

Cost Center: 108266

Include copy of Invoice or Inv No. with payment

PatF- o RN

List of Patron Invoices Outstanding Report

List of Dept/Cost Center Invoices Outstanding Report

The Local Billing Menu Bar choice now also includes a choice for a Report of Patron Invoices
Outstanding and Dept Invoices Outstanding (which includes Cost Center Reports).

Lists of Invoices Outstanding include all invoices generated during the period specified that have
not been paid, or have received only partial payment. The Patron List has the following format:

This list for Patrons includes the
Patron's Last Hame, as a note, since
the: inv Ho. is based on the Patron Ho.;

invdjces tan be ,e,,,..,te,.f,.,m me | List of Patron Invoices Outstanding

Loc Bllllng "= Local Invoice Col. 01-How-02 to 23-Feh-03

12-Fehi2003 Israel Deaconess Medical Center (01-Nov-02 to 28-Feh-03) Page 1

Inv # Tvoice Date Imozce No Ty Toral Faid Faid Dawe Balance
1 (Frangioni) 05-Haw-02 $10.00 $10.00
2 (Kem) 08-Haee-02 PlDSS DDDS $5.00 $5.00

Totals for 08-Mov-02: 2 $15.00 Balance: $15.00

1 (Folcarell) 07-Feb-03 0003 $10.00 $10.00
Totals for 07-Feb-03: 1 $10.00 Balance: $10.00
1 (T Buske) 08-Feb-03 P1051 000% : Invoices are broken out by the $15.00
Totals for 08-Feh-03: 3 1500 | tate the Invoice was sent. Balance: $15.00
TOTAL INVOICES: 4 TOTAL INVOICED: $40.00 Balance: $40.00

The Dept and Cost Center List is the same, but without the Patron Last Name, since the Dept
Abbreviation is embedded in the Invoice Number itself:



194.

Invoices can be reprinted by List of Dept/Cost Center Invoices Outstanding

searching for the Inv Ho. in the Local 01-Tan-07 to 22-Feb.03
Billing Grid and clicking

12-Feb-2003 rael Deaconess Medical Center (01-Jan-03 to 28-Feh-03) Page 1
Tav # Iavaice Date Tavaice No. Ty Total FPaid Faid Date EBalance
1 07-Feb-03 DEWEL 0001 $26.00 $26.00
2 07-Feb-03 DHEPH 0002 $16.00 $18.00
Totals for 07-Febh-03: 2 $42.00 Balance: $42.00
TOTAL INVOICES: 2 TOTAL INVOICED: $42.00 Balance: $42.00

This list can be used to reprint a second notice for selected invoices. A more automated process
for generating second notices is still planned for some time in the future.

Deleting an Invoice - Local Billing Grid

If you click once in the Locallnvoice column of the Local Billing Grid, the To Pmts button will
appear just above the Grid. Use this button both to delete (or post) payments and to delete the
Invoice listed in the Locallnvoice column. If there is a payment posted to the Invoice, you
must first delete the payment before deleting the Invoice.

A Payments From Patrons, Depts Form for an Invoice that has already been paid will look like
this:

1t Papments From Patronz, Depts ﬂ
Thiz Irvoice hag already been paidl Usze Delete’ to remove the last pavment and recaord a replacement, % L]
|In order to remove this invoice, you must first delete the payment on it. Click Delete Pavment. | %:l?; To Prits
Imvoice umber: |P3?l] 0198 j Thiz iz a Patran Pt - click kere for DpptdCostCh . |I:Iic:k Here to Bling Up
Payment by Bequest Mo., Deposit or Cledit oot [ £l Leiah o ey
Previous Payments: ha_nu 'm; Total: $8.00 Payment Type is Imvoice “c‘f into the Lgcal
Last Payment: ProtD00003]= $8.00 nvoice column pn the
nvoice o edit, gnd
Amount This Payment: |0:00 Payment Method: |Che'3k j then clidk To Pmits.
This brings up the
- . ayments Form.
Paid By (Patron, Dept): |Janik, Jr. Payment Date: |nug 04,9002 | &= 71 beallvoice

002 |[Im=P370 0198]
Cost Center: I j 002 [Im~=P370 0198]

Enter Amount Paid. Must be greater than 0.  Mumbers Onlp! [Use the "Credit’ Playment P02 [[im=P310199]
Method if no actual payment was received.) 002 [Ims~=P260 0203]

002 |[Imv=P260 0203]
002 |[Inv=P247 0187]

Delete [Imv=P144 0328]
PERITES [Imv=P144 0328]

Paid Pat

Payment Hotes:

Add
Payment

Back | Clear Form

First delete the Payment by clicking the Delete Payment button. This will produce the usual
Message Box asking if you are sure:

Deleting Payment Humber: Pmt000009 - il

FReady ta Delete This Payment: Prat000003 for $2.00
Payment will be deleted permanently and walues set back to Open for all Requests.

Okay To Delete?

Cancel |
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When you click Ok, the payment is deleted and the affected items in the Grid are returned to

Invoiced status.

Status now InvPat; Paid Date is blank.

ltem Local [Rush [Locgl [Recd Paid in_|% |Locallivoice
1998 Patient educ |Pickup |No ImPat | 4/12/72002 ! [Ime=P370 0198]
1990 Plastic surg [Pickup |No P | 4/1272002 [Im=P370 0198]

At this point we are now ready to delete the Invoice itself. Click back into a Locallnvoice cell that
contains the Invoice we want to delete. Then click To Pmts again. The Payments From Patrons,

Depts Form returns.

4 Papments From Patrons. Depts | %
If you click once on the Inveice Humber Comhbo Box, the Delete Button changes to|Delete Inmice|. eprint
waice IP FPrmts
Thiz iz a F'a}?n Pt - click here for O eptdCostCr |
Invoice Humber: |P3?l] 0198 j - !
Payment by Beqiest No., Deposit o Credit dcct [ HnElz Le’rgér (1 (uloEs
Click bagk into

Previous Payments: [0.00 Jnv Total: $8.00

8.00 |
=

=

Amount This Payment:

Paid By {(Patron, Dept): |Janik, Jr.

Payment Hotes: Cost Center:

Enter Amount Paid. Must be greater than 0.
Method if no actual payment was received. ]

Invoice cell you want

On | Z lLochllimmice
[Imv=P3¥0 0198]
[Inv=P370 0198]
[Inv=P31 0199]

[Imv=P260 0203]

D02
o2

Humbers Only! [Use the 'Bidit' Payment

Doz

\Belete

Payment

A
Payment

Back | Clear Form

[Imv=P260 0203]

noz2

[Im=P247 0187]

[Im~=P144 0328]

[Imv=P144 0328]

If the Delete Button still reads “Delete Payment,” click once on the Invoice Number Combo Box.
The button will change to “Delete Invoice” and will be enabled. After you click the Delete Invoice
Button, you'll get the “Are You Sure?” Message Box.

Deleting Invoice Number P370 0198

Ready to Delete [nvoice # P370 0138
|rvoice will be deleted permanently and walues et back to Open for all Bequests.

Okay Ta Delete?

Cancel |

If you click Ok, the Invoice will be deleted from the appropriate Invoices Table, all items in the
Grid for that Invoice will be reset back to Received, and the Locallnvoice value will be blank.

Rerun a batch of Local Invoices

You can Rerun a batch of Patron, Department or Cost Center Invoices just printed by using
the Global Change function on the Local Status column to reset all the invoiced items back to
Open. This process will also remove each item from either the Patron or Department Invoices
Table, depending upon the type of Invoice printed, and delete each invoice when all of its items
have been deleted.
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Deleting a batch of Local Invoices

Sometimes, perhaps as a result of a paper jam or some other infelicity during an Invoice run, the
run is interrupted and, while the changes are made to the database, not all the Invoices are
printed. You have two choices to rectify this situation.

1. If only a few invoices remain unprinted, use the Local Billing Grid and Reprint
Invoice for each of those missing.

2. If more than a few are unprinted, your best bet is to delete the Invoice Batch
entirely and rerun from scratch.

The steps for deleting a batch of Invoices just run are illustrated below.

ocal Billing Items 1. Set By Dates to the same dates as the Invoice run. | _ ||:|

SEartchB?v Search By | Search By E;nﬂ;ate Search BY goocn gy T & @ 4;
R: END - Dept Iniuriun gtatus DI Invaice Mo, ih L Print
o BiEfUEs Seaw\ch ByDates Recs  Fomward Exit

2. Click the iblxon Button and cheoosefquals Inv Patromyor, Inv Dept, if applicable) from Combo Box. |-
Equals Inv PatrW L RE}’P G

3. Click{Searchlto retrieve those items.

Hold Mouse Over Truncated Field For Full Field Information; = 4. Change the Local Status of the top row from
lick on Box at the Left of Record To Select] . nvPat {or InvDep) to Open and click Save Changes.
Sge ou'll notice thit the item now has a hlank Local
Changes | fmwoice column) The invoice charge was deleted
or this item frgm the applicable Invoices Table.
ocal Billing el H il [ua Patro
- RONO  [Patron PatChrg |Dept |CostCenter |item Local Rush |[Lpcal |Recd Paid On |[Locallr
—i|* 5498016|AIbano ~|%0.80 [NC  |6100 2000 Pediatric he [Pickup |No gip. ~1|13172002
. |* 5387835 Bogan ~|$4.00 WP (2611-1032 2001 Pediatric no Pickup |(No lim/Pat|1/25/2002 [Im=P:
| |* 6061214|Culhane *|$4.00 |SOCIA|8107 1986 School psyc |Pickup (No  [ImvPat| 12572002 [m=P:
| |+ 5506661 Degroffl ~|%4.00 (7550 1999 .J thoracic ¢ Pickup |No j InvPal | 1/25/2002 [im=P*
J‘*‘" 5506655 |Degroff ™ |$4.00 7550 2001 Thoracic cal|Pickup |No f ImdPat [ 172572002 [Ime~=P?
J b 5506657 Degroff ™ $4.00 7550 2000 Pediatrid 5. CIick(Ll:ll:al Status headerfor Glehal Change. | [Imv=P:
1. Set the Dates to the same dates for which the batch of invoices was run.
2. Click the Search By Status Ribbon Button and choose Equals Inv Patron or Inv
Dept.
3. Click Search to retrieve those items.
4, Change the Local Status of the top row from InvPat (or InvDep) to Open and click
Save Changes. This step will also remove the charge for that item from the Invoice
Record in the appropriate Invoices Table (tbIPatinvoices or tbiDeplnvoices).
5. Click the header on the Local Status Column to get the Header Context Menu.
A (L3 Palro
Local Fush é rl:‘il_ _I:| JII:h st ocalle
- - - ana anje
ediatric he |Pickup |No Dp F'
diatri Pick N % Show All Gid Cols ﬁ
ediatric no |Picku [1] : =
- 2 %l Sortdzcending P
chool psyc |Pickup |No E l S oD [Ime=P:
tharasie o | Diclmn M LT Mrne=DF
6. Click Global Change. This will select all the items in that column for change.

7. Click Ok at the message about changing all values to Open.
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Global Column Change of ¥alues To Match Top x| E
Ready To Change All LocalStatuz Yalues [n This Column To pomrd
tatzh The Walue In The Top Row. [Current Top Row Yalue is Open].

Al alues \Will Be Changed To Open. ARE 50U SURE™? 3
Cancel |
= 2002

WrF [Z611-1032 7 2001 Pediatric no [Pickup  [No

bo |socias107 /(1986 School psyc [Pickup
0 7550 Clicking@, above, will change all values
0

12572002
172572002
12572002

in the highlighted row to Open and delete
7550 [Invoices they are emptied of items.

8. Local Status will be changed back to Open for all; All Invoices from that run will be
batch deleted from tbIPatinvoices (or tbiIDeplnvoices) once all the Invoice’s items
have been reset back to Open; the Locallnvoice column will be cleared; and these
items will now be eligible for a new Invoice run on the Local Billing menu.

= Selected Records Have Been Changed To Open.

Eaye
Chanoes

» cl L] cl cl U

Local |Rush |[Local |Recd Paid On |[Locallr|
Pediatric he |Pickup |No O j 13172002

Pediatric no |Pickup |(No Open |1/25/2002
School psyc |Pickup  |No Open | 172572002
Jthoracic ci|Pickup No Open |1/2572002
Thoracic cal|[Pickup [No Open | 172572002

N.B. The new batch of Invoices will begin with the next Local Invoice Number after the last
number of the deleted batch; the numbers will not be reset. In most cases this sequential number
won’t matter, but if you were using it to guage the number of Invoices printed within a certain time
period, for example, that number would not be accurate after using the method above.

Changing Local Charge after Invoice not allowed

Once an invoice is printed, Patron, Department or Cost Center Report, you’ll get an error
message (“Change $ not allowed here! First change back to Open”) if you try to change the
charge field. In the case below, we tried to change the $4.00 charge to $5.00:
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[3 ] 0

Local Rush Chrg |LocalStatu [Recd
i (Pickup |No $4.00 (InPat 4/8/2002
ea |Pickup |No $4.00 ImAPat 82972002
ea (Pickup |No $4.00 [ImAPat 8/29/2002

The same will occur if the Status were InvDep. To reset the charge (assuming you haven't
already sent out the Invoice), go to the Local Billing Grid (if you're not already there), Delete the
Invoice (see above), change the charge and re-run the Invoice for that Patron.

Invoice Troubleshooting

Box at the top, where the Return Address, etc., should be, is empty.

First check under 'Setup’ and 'Billing Setup' on the Menu Bar, to be sure you have values
entered for the return address, etc. If these values are there (and they appear in Print Preview
but not on the actual printout), then the missing Invoice return address values are probably the
result of a layering mismatch when your printer prints the page. This seems to work for HP
printers with the problem, and may wprk with others:

1. Click Start, then Settings, then Printers on the Win9x desktop.
2. Right-click your default printer and choose 'Properties’.
3. Click the 'Graphics' Tab to show the Graphics info form.

In the box at the bottom you have a choice of ‘Graphics Mode' with two option buttons: Raster
Graphics and Vector Graphics. The 'What's This?' help for Vector Graphics reads:

Controls how the printing information is rendered by your printer. Using Vector Graphics can
significantly increase printing speed. However, if you have problems, such as incorrect
overlaying, trying choosing Raster Graphics.

[Italics added.] "Incorrect overlaying..." sounds about right. When we changed from Vector
Graphics to Raster Graphics on our HP5, the address and other data miraculously appeared.

If all else fails, though, simply check the Suppress Invoice Box checkbox on the Billing Setup
form.

It's easy enough to sacrifice the fancy box, if it obscures what lies within. Once you’ve registered
this choice, the Invoice will be printed without the surrounding box.

Local Payments

Payments can be made using a variety of Payment Methods and Payment Types.
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Local Payment Methods

These appear in a Dropdown Combo Box on the Payment Information Form, and include the
usual methods of payment: AMEX, Cash, Check, Credit, EFTS, IFM, Invoice, MasterCard,
Other, Transfer, Visa and others. Some of these payment methods aren’t applicable to Local
Transactions (EFTS and IFM, for example), but since the Payment Methods Table is used in both
Borrowing and Lending, they appear as choices anyway.

The Payment Methods Table is crucial to much of the database work, so please don’t discard
this Table (it has happened once or twice in the past). As with any necessary table, the absence
of this table will interfere with normal QuickDOC processing. If you have to re-create the
tbIPmtMethods Table, the default values are as follows:

1. AMEX

2. Cash

3. Check

4. Credit (non-cash credit for an item)

5. EFTS (not usually a Local payment choice)
6. IFM (not usually a Local payment choice)
7. Invoice

8. MasterCard

9. Other

10. Transfer

11. Visa

12. Deposit Acct.
13. Request (by Request Number)

Payment Types (Local Patron/Dept)

These include:

1. Invoice

2. Credit (non-cash credit for an item---better to use a “Free Number Before Charge’
type Profile)

3. Deposit Acct.
4. Request (by Request Number)
5. Other

Payments of all types may be made using the Local Billing Menu Bar choice, Payments.

Local Biling | Reparts  Utilties
[ & Frint Patron Bill=

& Patran Trial Ihvoices

& Frint Dept Bills

& Dept Trial Invoices

ﬁ Frint Cozt Center Report

o Fayrnents
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Payments are also commonly made on the Local Billing Grid, going directly to the Local
Payments Form from the Grid item to be paid. Some payments (Pre-paid items and Quick Pay
Local Payments) can also be made directly on the Requests Outstanding and Borrow Item
Backfile Grids.

Pre-payments on the Requests Outstanding Grid

In many cases, Libraries will require Patrons to Pre-Pay for items to be ordered. Typically, this
will be a fixed charge per item, although it can be set up in many different ways. In QuickDOC,
requests that are Pre-Paid will be automatically set to PaidPt when they are checked in as
Received.

If the Patron pays up front, you will have the necessary information at the time the request is sent
in QDPortal. Once all requests are sent, click the Import QDPortal Tool Bar button in
QuickDOC to bring the new items into the Requests Outstanding Grid. To put today’s requests at
the top, click the header of the Sent Column and choose Sort Descending.

For each item you want to Pre-Pay, click the Chrg Column for that item; a PrePay Button will
appear to the upper right:

% Bequests Outstanding On the Requests Outstanding Grid, click in the Chrg column to show the PrePay button

Search By | Search By | Go To AL
Seg;cgt By Lender Status of | Borrow i P%t @
Ly Rz lterm) Search By Dates Recs FraPay
=]
Field is Charge. Shows the Charge Due To Lending Library For These are Requests Outstanding Only. ' Pres

the Loan. [Click the PrePay Button above right to register a {or Double:Click) To Edit Field. i
Patron PrePayment.] : rora '

Search By
Date &
RegMo

Search By
Patron

Search for Rec No.

'Containing / 52 Records) retrieved

- RONO  |Patron Dept Libr Chrg * |Year |Title temType |kemF |Semt Rec |Status ||
||_l = §339076 |Petrick j PSYC |[CAUCLA ﬂ $11.00 2001 |Growth, genetics|Journal |Copy (372172002 Outsta ||
|| _|‘#‘ 6499411 |Rapstine > |7778 |COUCSS ~|$11.00 2002 Annu rev public I |Journal |Copy |4/572002 Outsta ||

If you click Pre-Pay, an Input Box will appear, noting the following Default Values that will be
associated with the Payment:

1. The Default Local Payment Method will be whatever has been set for your
Local Payments (this is currently set to the last Payment Method chosen when a
payment was recorded in Local Billing).

2. The Default Payment Note will always be ‘Pre-payment for RQNO nnnnnnnn’;
this note field is used later to match up the payment when the item is Received,
so it's necessary that it should remain in that format.

Post Payment for Patron Petnck. Beverly

x|
[Default Payrment Method is Cash

Default Mote iz 'Pre-payment for ROMNO 6339076 ]

C I
Enter Papment Amount below [Uze numbers anly). anee

|5

In order to prevent duplicate Patron Pre-payments, a lookup is made before the payment is
filed. If an earlier Pre-payment is found, a Message Box explains:
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Pre-payment Already Filed! ]

A Pre-payment for ROMO B33307E was fled on 17-Sep-02 for $5.00.

If the pre-payment isn’t a duplicate, it’s filed in the Deposit Account Table for Patrons
(tbIPatDeposits), with a matching entry in the gatekeeper Table, tblPatCredits---tbIPatCredits is
checked first on any search to see if the Patron involved has a balance of any kind (either a real
Deposit or a vague Credit, but steer clear of vague Credits if you can; a Local Charge Profile with
a certain number of ‘Free ltems Before Charging Begins’ is a much easier way to manage this).

As far as QuickDOC is concerned, Deposit Accounts and Payment Accounts are tracking real
money, so that various comparative reports should be possible. Once the vague ‘Oh, give a
credit for this’ mindset intrudes, then accountability is out the window. Think Enron.

Since the prepayment is held in abeyance until the item is received, you won’t notice any obvious
change in the grid (other than a small notice in green that ‘Prepayment for RQNO 6339076
completed’ in the box beneath the Records Retrieved box).

¥ Requests Dutstanding

Create
Fatran
Invoice

Search By | GoToALL
Status of Borrowed
Reguest tems

Search By
Date &
Reghlo

- =
i Print

Search; By Dates Recs PrePay

Search By
Patran

52 Recardis) retrieved
Prepayvment for RAMNG 6339076 c}mpleted

Field is Charge. Shows the Charge Due To Lending Library For These are Requests Outstanding Only. Pres
the Loan. [Clickthe PrePay Button abowve right to register a {or Double:Click) To Edit Fiel

Search Request Numbers

'Containing

Patron PrePayment.] Since these are Reguests Outstanding, the payment is filed as a '
Deposit Acct for this Patron, to be applied whean the item is received.

Fe careful not to double-pay. T 0 anding - B aaLe he

|| - RONO  [Patron Dept Libr Chrg [Year |Title temType |kemF |Semt Rec atus ||

"_l T §339076 Petrick j PSYC |[CAUCLA ﬂ $11.00/20011 |Growth, genetics[Journal |Copy |3/21/2002 Outsta ||

At this point it’s just waiting for the Outstanding Request to be checked in as Received.

An Outstanding item is changed to Received in a variety of ways. It can be changed by clicking
the Mark Rec’d Button on the Requests Outstanding Grid; it can be Received by changing its
status from Outstanding to Received in the Requests Outstanding Grid; it can also be changed to
Received as a part of a Global Change of requests from [whatever] to Received. Loansome
Docs that are filled in-house are changed from Outstanding to Received automatically upon
import of the action taken on DOCLINE.

In the course of changing an item from Outstanding to Received, by any of the above methods, a
check is made to see if there is a balance for this Patron in tbIPatCredits. If there is, then a
search of the tbIPatPayments Table is performed, to see if this item has been Pre-Paid (the
PatPaymentNote field will contain a “Pre-payment for RQNO 6339076” note for that Request
Number).

If a pre-payment is found, the charge being held in tbIPatDeposits is assigned to the Request
Number it's being held for (6339076, in the above example), a debit entry is made in both
tbIPatDeposits and tblPatCredits, and the item’s Local Status is changed to PaidPt and the
original Local Date Paid is assigned the original date of the pre-payment.

Local Payments Made from the Borrow Items Backfile Grid (Quick Pay)

In addition to the ability to Pre-Pay an item while it’s still Outstanding, it will also be useful at times
to be able to post a quick payment directly on the Borrow Item Backfile Grid, without having to
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exit and fire up the Local Billing Grid. This process is similar to the Pre-Pay process, and uses
similar defaults to record the payment.

For each item you want to Quick Pay, click the Chrg Column for that item; a Local Pmt Button
will appear to the upper right:

I B orro om B . n the Backfile Grid, click in the Chrg column to show the Local Pt button {Quick Pay by Patron). |

Search By Create Search B GoTo =
Search By | Search By ) N
PRk eamon | e | Pan | Baed(oenns)| o
ECLE H ¥ Search By Dates Recs | Local Pmi
L
Search Request Numbers Containing j l 721 Record(s) retrieved
Lze 7 Az WildCard For Any Single Letter or Mumber
Field is Charge. Shows the Charge Due To Lending Library For While most local payments will be made on
the Loan. [Click the Local Pmt Button above right to register a the Local Billing Grid, quick payments by
Local Payment by Patron.] Patron can he made here, for any item where
1 ocal Status = Open.
- ROND Patron Dept Libr Chrg |Year |Title kemType [Hem [Sent Recd [Statu
"_l T 010902 Greer-J ;IW.P. CAUJGH ;I $0.00 2000 J Antimicrob |Journal |Copy |'1/25/200z|1/25/20 Recen
" _|+ 0109028  |Greer-Ji ™ |W.P. COUPEP ~|%0.00 Diagnostic m |Journal | Copy |1/25/200z2 |1/25/20 Recen

If you click Local Pmt, an Input Box will appear, noting the following Default Values that will be
associated with the Payment:

1. The Default Local Payment Method will be whatever has been set for your
Local Payments (this is currently set to the last Payment Method chosen when a
payment was recorded in Local Billing).

2. The Default Payment Note will always be ‘Pre-payment for RQNO nnnnnnnn’;
this note field is used later to match up the payment when the item is Received,
so it's necessary that it should remain in that format.

Post Payment for Patron Dzbome, Drew

Cancel

P
[Default Payment kMethod iz Cazh 0K
Default Mote iz 'Papment for ROMND 5440565" ] -

Enter Papment Amount below [Uze numbers anly).

{5.00

Local Status must be Open for Quick Pay. If you attempt to Quick Pay an item that has a Local
Status of anything but Open, the payment will be aborted.
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Create Search By GoTo
Qt By Patran Status of |Outstanding & BE F'%t a;g> {
Invoice Request oy Cearch By Dates Recs Local Pt
vining j I 721 Recordis) retrieved
Uze 7 &= WildCard For &ny Single Letter or Mumber

IPress <F2= {or Double.Click) To Edit Field.
: _#|[Mot Filled ems and
em= with Local Status

Thiz item iz 2t to PaidPt and should be changed in the Local Biling Grd.  [not equal to Open will be
ejected in Quick Pay.

ftatu |DeiMe |Ru [Local

Eq’mgqﬁmmmpimm—pmmmmzqﬂeceh Mail |No |PaidP

Once the Quick Pay is posted, the values describing the payment are filed in the
tbIPatPayments Table, with a unique Payment Number (in the form Pmt000nnn), a
PatPaymentinvoice value equal to the Request Number, a PatPaymentAmount of whatever
was entered in the Input Box, a PatPaymentDate of Today, a PatPaymentNote in the format
‘Payment for RQNO 5440565’, a PatPaymentType of ‘Request’, a PatPaymentMethod of
whatever was your default (Cash, in the case above), and a PatPaymentCostCenter, if one was
filed with that request.

Because this transaction is complete, other changes are also made in the Local Status (it's
changed to PaidPt in both tbIBorrowltems and tblBorrLocals), and to the LocalDTPD and
Locallnvoice fields of tbiIBorrLocals (Today’s Date for Date Paid, and the Payment Number for
Local Invoice. Because we're doing this on the Borrow Item Backfile Grid, you will notice that
Grid’s change of Local Status immediately.

rch Request Numbers 'Containing j I |T21 Record(s) retrieved

Field is Request Number. May Be Up To 14 Characters After payment is filed, LocalStatus now reads
1. Must Be Unique in Database. PaidPt, and appropriate changs"are maile in
thiBorrLocals, thiPatPayments, et

Patron |[Dept Libr Chrg |Year |Title temType [tem |Sent Recd |[Statu |DelMe |Ru [Local
=T Oshi ;I 8200 COUCOL ;I %8.00 (2000 Br Joral max Journal |Copy | 1/4/2002 1/25/20|Recen Maill |No |PaidP

The green notice box also informs you that the posting was successful.

Local Payments By Invoice Number

From the Local Billing Menu Bar Choice

Patron Payment By Invoice Number is the default when arriving for Payments from the Local
Billing Menu. All unpaid Patron Invoices (along with choices for Deposit Account and Credit)
are listed in the Invoice Number Dropdown Combo Box.
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% Payments From Patrons. Depts 5[

Thiz iz a Patron Pmt - click here for Dept/CostCr |
Invoice Humber: j

Payment by Bequest Mo., Deposit or Credit dect [
Previous Payments: |Credit

Deposit Accoumt
P144 0328
Amount This Payment: |p3gs 0329 Payment Method: I':h'&':Ili j
Paitl By (Patron, Dept): | oy pu i ST |Hllﬂ 16,2002 j

Payment Notes: Cost Center: I j

Enter Invoice Humber to be paid. Choose From the DropDown List.

Adid Exit wio
Payment Saving

Delete
Ihvoice

Clear Form

Click the This is a Patron Pmt button to change it to This is a Dept/Cost Ctr Pmt to register a
payment by a Department, and to fill the Invoice Number Combo Box with a List of Department or
Cost Center, not Patron, Invoices.

If you start typing in the Invoice Number Combo Box (and type at the rate of about a letter every
.5 second or so0), the box will open up at the sixth letter typed to the spot on the Invoice List
where that Patron’s (or Department’s) invoices begin (or close to it). Choosing the invoice and
moving to the next field (either by pressing ENTER or clicking on it) automatically fills in most of
the form: the Paid By (Patron, Dept) field, the Payment Amount (as a default equal to either the
Invoice Total or the Invoice Total less any previous payments, if there were any), the Payment
Date (today), the Primary Cost Center (if there is one) and a default for Payment Method
(Check). Any of these can be changed, as needed.

From the Invoice column on the Local Billing Grid

You can also pay an Invoice from the Local Billing Grid, by clicking on the Invoice to pay in the
Grid's Locallnvoice column and then the 'To Pmts' button. This is sometimes faster if the Grid
is open anyway, and it will automatically locate the Invoice information you want.
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This was sent out as a Patron Inveice {the P at the beginning of the Inwvoice Humber);

if the payment is from the Dept instead, click this hutton to change to Dept Payment

P
Thiz iz a Patron Pt - click here for Dept/CostCh |
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fﬁint ﬂ;g>

4
woice  To F'f"&?s

Invoice NHumber: |P332 0329 j
Fayment by Bequest Mo, Deposit or Credit Acct

Previous Payments: hu_uu 'mr Total: $1.40 Payment Type iz Invoice

-

\

Amount This Payment: ||'|-“' Payment Methoul: |CheCk

=

Paid By (Patron, Dept): |Daly Payment Date: Iﬂllg 04, 2002

[Clicking on any it

jlocallnvoice cell f
ithe Inkoice to he pakl,
and then clicking 'T

=]

Dn |4 [Locallnvoice

Payment Notes: Cost Center: |

ho2 Pm\l]l]l]l]l]ﬁ

=

b0z Prmbuuum

Enter Amount Paid. Must be greater than 0. Numbers Only! [Use the 'Credit’ Payment
M ethod if no actual payment was received.]

[Inv=P382 0329]

[Inv=P382 0329]

Add

0 Delete
Payment

Payment

Back | Clear Form

002 |[Im=P378 0190]

002 |[Im=P370 0198]

002 ([Imv=P370 0198]

002 |[Im~=P363 0189]

R e e Aaon

Since we’ve come from the Local Billing Grid, and the Invoice Number we want has already been
selected, most of the payment information has already been filled in and the focus is on the
Amount This Payment box, with the Invoice Total amount entered. If this is a complete
payment, just press Enter. The Add Payment button will be enabled; make any other changes

needed and click Add Payment or press Alt-A to add it.

Partial Payments on Invoices

Partial payments are filed with the Invoice, but the invoice is left open for future activity.
Partial payments are reflected in item activity up to the last full payment for each item. If there
isn't enough left over to fully pay the item, it's left marked as "InvPat” or “InvDep" rather than
"PaidPt” or “PaidDp" although the full payment amount is applied to the Invoice itself. Here’s an

example of a partial payment on a invoice:

4 Payments From Patrons. Depts

Thiz iz a Patron Pt - click here far Dept/CaostCh |

= 1
eptrint
wvoice  To Pmis

Invoice Humber: |P144 0328 j
FPayment by Bequest Mo., Deposit or Credit Acct

Previous Payments: |$|]_|]|] 'm; Total: $68.00 FPavment Type iz Invoice

-

Amount This Payment: |25-““ Payment Methodl: |Che'3H

Paid By {Patron, Dept); |TTobaugh RRMETEEES |Allg 04, 2002

Payment Notes: |Paid $25.00 8/16/2002

Cost Center: I?BB?

Enter Check Number or other information describing this payment.

Add
Payment

Delete
Payment

Back | Clear Form

Eincle Letter or Mumkber

Dbn | Z |Locallmwoice

[Im~=P144 0328]
[Im~=P144 0328]
[Im~=P144 0328]
[lm~=P144 0328]
[Im~=P144 0328]
[lm~=P144 0328]
[Im~=P144 0328]
[lm~=P144 0328]

e e 4 4 A0
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After the payment is filed, items on the invoice are marked PaidPt until the amount of the partial
payment has been reached.

g 0328

- Patron [PatChrg [Dept [CostCenter (Hem Local Rush |Local |Recd Paid On [Locallmvoice

—i|% Trobz ;| $4.00 HEMO (7887 1999 Clinical labo |Pickup |No PaidP (172572002 (8/472002 |[lm=P144 0328]
_|4'L" Trobz > |$4.00 HEMO 7887 1999 Indian J ped Pickup |No PaidP (172572002 |8/472002 |[Im=P144 0328]
J*’ Trobz > |$4.00 HEMO (7887 1999 Molecular m |Pickup |No PaidP (172572002 (8/4/72002 |[m=P144 0328]
_I‘#‘ Trobz > |$4.00 HEMO | 78E7 1999 Haematolog Pickup |No PaidP | 172572002 8472002 [Im~=P144 0328]
o = Trobz_*|$4.00 HEMO (7887 2000 Br J haemat |Pickup |No PaidP (2/5/2002 (8/4/72002 |[lm=P144 0328]
[ = Trobz ¥ |$4.00 HEMO | 78E7 1999 Br J haemat Pickup |No PaidP | 2/572002 8472002 [Im~=P144 0328]
ST Trobz =] [$74.00] |HEMO |7210Payments downto Thim|Pickup |No |InvPai|2/8/2002 =P 144 0328]

= N here total $24.00. The|; >

_|% Trobz v|$4.00 |HEMO 7540\ .y aining Inv items [ion Pickup No  [ImvPat 21872002 [im=P 144 0328]
[ = Trobz_*|$4.00 HEMO stay at InvPat. nat |Pickup |[No ImwPat (4/10/2002 [Im~=P144 0328]

Notice that the payment amount of $25.00 was applied to each request until the charge for the
request was greater than the amount left over from the payment (the requests will be marked
paid in chronological order). The $4.00 charge in the seventh row exceeded the $1.00 left
from the $25.00 payment after the top six rows were marked. Since this $1.00 credit remains
with the Invoice, it will be fully paid with another payment of $43.00 (even though it may look like
they owe $44.00, if you were to total the charges in the remaining InvPat rows of this invoice).

An easy way to check this would be to click the 'Reprint Invoice' button (click into the [Inv=P144
0328] cells on an InvPat row to get the Reprint Invoice button; it doesn’t show up on a row
where the Invoice has been paid), which will result in a reprint of all items items, but with the
Invoice Total: $43.00 at the top (rather than the original $68.00) and at the end, rather than the
usual "Total Charges: $68.00" that completes a first invoice, there will be three lines at the end of
a Reprint with payments applied:

Total Charges: $68.00
Amount Paid: $25.00
Amount Due: $43.00

The Reprint Invoice button can be used in this way to fire off a quick reminder of an
underpayment, as well as a second notice when there is no payment at all.

When the final payment is received and the Payment form brought up again to that invoice
number, information from the first payment will reappear:
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% Payments From Patrons. Depts 5[

rirst total is always here |

Thiz iz a Patron Pt - click here for Dept/CostChr |
Invoice Humber: IF""44 0328 j
Paymert by Bequest Mo., Deposit or Credit Acct [
Previous Payments: hgg_un 'mr Total: $68.00 Paprent Tope iz Invoice
Last Payment: Prt000010 = $25.00
Amount This Payment: |43-|““ Payment Method: |Ch'3'3*'i j
Remaining after 1st payment |
Paid By (Patron, Dept): |TTobaugh Payment Date: IAug 04,2002 |
Payment Notes: |Paid $25.00 8/16/2002 Cost Centers |?33? |

Enter Amount Paid. Must be greater than 0.  MNumbers Onlyl [Use the "Credit’ Payment
M ethod if no actual payment was received.]

£ Back Clear Form e
Payment Payment

The Payment Note shows the note left with the first payment, for information only, and will be
changed when filing this second payment. The 'Add Payment' button will be enabled once the
suggested "43.00" payment amount is accepted (by pressing ENTER or moving to another field)
or some other value is entered instead.

Delete Payment made to Invoice

If a previous payment is shown on the Payment Form, it can be deleted and then re-entered by
clicking the 'Delete Payment' button. If more than one payment has been applied to this invoice,
the last payment applied is the one queued up for deleting. In the case of the form above, where
we're poised to add the final 43.00 payment, clicking 'Delete Payment' brings the previous
payment up for possible deletion. Check the Message Box information carefully to be sure the
proper payment is being deleted (although it's easy enough to add it back in again if you make a
mistake):

Deleting Payment Number: Pmt000o010 x|

Ready to Delete This Payment: Prmt000010 for $25.00
Pavmnent will be deleted permanently and values zet back to Open for all Bequests.

Okay Ta Delete?

Cancel |

It's the previous $25.00 payment, in the case above, that has been queued up for deletion. When
a payment is deleted, the Invoice is restored to its previous values, and any requests that had
been marked "PaidPt" are reset back to "InvPat."




208.

Local Payments By Deposit Account

Use the 'Deposit Account' choice in the Invoices Dropdown Combo Box on the Payments form
to register a payment as a Deposit Account payment. Deposit Accounts can be established for
both Patrons and Departments. There is no Cost Center Deposit Account, but if a Department
Deposit Account includes a specific Cost Center, only items with that specific Cost Center will be
deducted.

In the case of Department Deposit Accounts (but not Patron Deposit Accounts), right after the
payment is added, QuickDOC performs a search to see if there any outstanding items still
marked as Received that might be paid from this deposit. The search goes back six months, or
to the beginning of the current year, whichever is longer. It won't alter any items that have
already been changed to InvDep but it will go ahead and pay off any Received items with a
CHRGAsDept greater than 0.00.

In the case of Patron Deposit Accounts, no automatic payment of Open items is performed, but
the PatDeposits Table will always be checked first when you attempt to record a payment for that
request.

Items paid from Deposit Accounts are available for searching via the Locallnvoices
column of the Local Billing Grid, since notations are made there when items are deducted from a
Deposit Account, referencing the Deposit Account number. A search on this field is a quick way
to get a list and printout of any items charged to specific Deposit Account:

% | pcal Billing ltems Searching for items assigned to a Deposit Acct {Patron or Dept)

search By | o0 By | Search By Create Search By Seatch By _ =
Date & Patron Status of . @ .
Reghlo Patron Dept Invoice Reguest Imvoice hlo. - Erint
H g Search By Dates Recs Ta P
Search Invoices Containing j Id&pmm21 2 Record(s) retrieved
Total & of items charged to this
e : i (Patron} Dep Acct {Dep000021} so far
0 (2} are in the box above and are H
2 : o shown in the Grid, below. {Acct
his is a Patron Deposit Acct Cha_nges numbers are always Dep+6 digits)
q e e Conta g dep0000
- PatC |Dept CostCente |ltem Laocal Rui LocalStatu |Recd Paid On Locallimvoic
"_l = $4.0(/PULMED |Pulm001 |2001 Ann her Pickup |No PaidPt 1/31/2002 |927/2002 |Dep000021
" o = $4.0(/PULMED |Pulm001 |2002.) health Pickup |Yes PaidPt 4/10/2002 |8/28/2002 |Dep000021

There is also a table of Deposit Account activity for Patrons (tblPatDeposits) and
Departments (tblIDepDeposits), with individual line items for each activity item. There is no
special Cost Center Deposit Account Table; these are kept within the Departments Table.

Department Deposit Acct Auto Payment begins Jan 1 of current year.

After a Department Deposit Acct payment is registered, unpaid Open requests are paid from the
Deposit Account payment beginning either six months prior to Today's Date, or at the
beginning of the current year, whichever is greater. This is to prevent this year's Deposit
Account payment from being applied to a superannuated request that might have been left at
Filled some years previously. You can cause earlier requests (or Patron Requests) to be paid
from a Deposit Account by marking them as Paid in the Local Billing Grid. ltems changed to Paid
on the Grid (as well as on the Local Payments Form) are always first checked against a Deposit
or Credit Account balance and assigned to that payment if possible.
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Delete or Adjust Local Deposit Account Payment.

If a mistake is made when entering a Deposit Account payment, you can delete or adjust the
deposit payment itself (rather than each item assigned to the account) as follows:

% Papmentz From Patrons, Depts x|
Pepusit AcchQt Payment Humber - Dep000021 ‘
=
Thiz iz a Pat k- click here for Dept/CostCh | it
iz iz a PatofrP'mt - click here for Depts/CoztClr
Request Humber: IDepl]l]l]l]21 Recs  ToPmis
Payment by Bequest M, Deposit or Credit &cot W
Previous Payments: 20.00  |Req Total: $20.00 Payment Typetig D eposit Cingle Letter or Mumk
Lagt Payment; Dep000021 = $20.00 m
Amount This Payment: |zu.uu Payment Method: |Tfﬂ"Sf er x| lgPatron Charges
» Edit Field.
Paid By {Patron, Dept): |Adams, Nancy (et DT I.ﬂ.ug 21,2002 j
Payment Hotes: |20 Deposit Acct for nancy . [Puimoo1 - Locallmwoice
Adams A it L I J Dep000021
Changing the Payment Amount here from its onginal $20.00 to a new value will change the Dep000021
Payment Amount reqistered in the system.
Sdjfist Back Clear Form Delete
Payment Payment

1. Get to the Local Payments Form either from the Local Billing Grid or Local Billing Menu.
2. Check the 'Payment by Request No., Deposit or Credit Acct’ box, if it's unchecked.

If the Request Number is in the field, erase that and enter the Deposit Account payment
number (usually something like Dep000123) in that box instead and press ENTER.

4. Either edit the '"Amount This Payment' box, or click 'Delete Payment’ to begin again.

Deleting and re-entering is probably the preferred method, in which case all the values of the
payment will be new. If you choose to edit the payment amount, only that value will change in the
payment record. In both cases, any rollbacks or additions to items paid will be performed on
requests affected.

Local Payments By Credit

The Credit payment is another choice available in the Invoices Combo Box. While this choice
can be used to post a certain credit amount to a Patron or Department, it's recommended that
you use the Free Items before Charge type Local Profile instead.

There's no line item table for these events---although there are tables for Patron Credits
(tbIPatCredits) and Department Credits (tbIDepCredits) that keep just the running total. These
are paired off with matching items that can thereby be marked as Paid as they occur. On the
Local Billing Grid, the Locallnvoice column for these items will have a notation of CreditPatron
or CreditDept, depending upon which type is used.

Items are deducted from the appropriate Credits Table only if there's enough in there for that
library to cover the total charge of the request. As with Deposit Accounts, requests paid from the
Credits Table are marked Paid automatically, at the time their Local Status is changed to either
PaidPt or PaidDp, using the appropriate CHRGAs Patron or CHRGAsDept. It will be a good idea
to make sure that these charges are the correct ones, although incorrect charges can be changed
at any time (if a charge is changed on any Grid for an item that has been marked as Paid from a
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Credit account, that change will be percolated back into the Credits Table---and Deposits Table for
Deposit Accounts---at the time the change is recorded).

If the remainder in the Credit Table is less than the cost of the item, it just sits there, waiting for
an item it can cover, and the uncovered item remains marked "Open" and is a candidate for the
next Invoice run.

If you choose Credit as the Local Payment Type from the dropdown box, also choose Credit
from the Payment Methods combo. This will be useful later for determining actual cash income
(as opposed to barter income) received as a result of internal Document Delivery activity.

This semi-official status of Credit Payments is yet another reason to avoid using them; some
confusion will nearly always result.

Credit Payment Type vs. Credit Payment Method

The Credit Payment Type appears in the Invoice Combo Box, along with Deposit Account, as a
choice along with the list of all unpaid Invoices. The Credit Payment Method appears in the
Payment Methods Combo List.

If you enter an amount with the Credit Payment Type, it will be added to the total available for
the Patron or Department making the payment in the appropriate Credits Table. The Payment
Method might be Check or AMEX or Transfer or whatever (even Credit, although this choice will
cause the inference that no funds actually changed hands). If you use the Credit Payment
Method with a Payment Type other than Credit, the payment will be applied to the Request or
Invoice cited, but no change will be made to the balance, if any, in the related Credits Table. If
there is real money changing hands, always use the Deposit Account Method rather than
the Credit Method.

Delete or Adjust Local Credit Account Payment.

Deleting and re-entering is absolutely the preferred method for editing credits, in which
case all the values of the payment will be new. If you choose to edit the payment amount, only
that value will change in the payment record. In both cases, any rollbacks or additions to items
paid will be performed on requests affected.

Local Payments By Request Number

Payments by Request Number can be recorded on the Local Payments Form, from the Local
Billing menu, by clicking on the "single Request Number" check box and typing in the Request
Number itself, but it's a bit easier to do it from the Local Billing Grid. Click on the row with the
item to be paid in the Grid, and then click the 'To Pmts' button on the upper right. This will bring
up the Payments Form with the Request information already filled in. Choose the appropriate
Payment Method and amount, etc., then click 'Add Payment' to save. The Payment Number
assigned will be available in the Invoice column of the Local Billing Grid.

Marking an item as Paid in the Local Status column of Local Billing Grid

You can record a quick payment by changing the Local Status column on the Local Billing
Grid directly, editing it from Open to either PaidPt (for Patron Payment) or PaidDp (for
Department or Cost Center Payment). The 'Paid On' column will be changed automatically to
Today's Date, if left blank, or it can also be changed before filing---using either the calendar
dropdown or by entering the date correctly---to the correct date for that payment. Requests
marked as Paid in this way have no other supporting information (no Check Number in Notes, no
specific Payment information). A payment entry is recorded, though, with the Request Number
as identifier, Payment Method will be your Default Payment Method and the Payment Amount
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will be equal to the Request Charge. The Payment Type is "Request." It is also assigned a
Payment Number, which will appear in the Local Invoice Column of the Local Billing Grid:

|55EI Fecardis) retrieved

= Click on Data Field To Make Changes; Cli
: the Leftmost Column of Record To Selec

Save 5
Chanoes i

F . quals Ope

1 LocalStatu |[Recd Paid On Locallmvoice
Cpen 4172002
Cpen 47272002
Open 4/4/2002
PaidPt 1/25/2002 |3/1/2002 |Pmt000052

Items marked as Paid in this fashion are still run by the Credits and Deposits Tables, to see
whether the amounts should be deducted from these totals, but no other checks are made. The
Default Payment Method may be a real payment or a credit; since there's no way to tell for sure,
it's assumed to be a true payment.

Any payment can be edited later to correct payment amounts only, or simply deleted and re-
posted to correct any and all values.
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Journals

Records for Journals are held in the QuickDOC.MDB database in the tblJrnls Table; there’s also
an associated tbIHoldings Table (for Library Holdings) but the input and edit forms for this table
aren’t implemented as of May 2002. It is planned at some point to update holdings lists
automatically from SERHOLD. The list of Journal records is accessible on the Add/Edit
Journals Form, either from the Menu Bar or from the Title column in either the Borrow or Loan
Grids.

Lookup Journal Title

Displaying Journals from the Lookup Menu

Records for Journals can be displayed from the Lookup choice on the Menu Bar, under Journal

Title.
Logkup | Biling, EFTS
& Depts

[temns Borrowed

E |tems Loaned
Libraries
E Patrons

This brings you to the AddEdit Journals Form. Journals can be chosen for editing by using the
Search button next to the Title box (for Journal Title searches) or the Search button that will
appear next to the ISSN box when that box gets focus (for Journal ISSN searches).

Searching for a Journal Title

The example below reflects a search when the word “Medical” is typed into the Title box and the
Search button is clicked:

ournal Abt B (1" Add/Edit Joumnals
Am American Jrnl #|' ¥pe in part of a title and click<fearch <--- Journal Titles - I55Ns - NLMUIs
Ann Annals of o get a list tHEmms with word Title TitleAbb [EegEnd [I5€
Annu rey Annual review of He: = Ch it hih] [Chi 05:
. Search ﬂ‘ Title: [Medical [Chung i tsa chih] [Chi .
:m't' i'CTWFS of | | [Chung-hua i hsiieh ts: 1.1954- |05
usl ustralian M.
- . [Hokkaido igaku zassh 1.1923-- 103
Br E”“Sh. Title .ﬂ.hhrev:l A J emergency medica |J Emerg |DN1.MA 01!
Bull Bulletin of - . !
Crit Critical . ) _ Acquisitions medicales 1946-19|00;
Curr Current Title Begm.rEnd.l Adwvances in biological 1.1948-"| 001
Eur European Advances in biomedic: 1.1968-:| 001
Exp Expe?imental ISSH:I Advantes in medical s o
Int |mtermational Aeromedical review 1957-Hz| 001
J Journal [of] HLI\I'IUI:| cier 1H1_JAK | 0DDI
Probl Problems in African J medicine met voL. 5, (031
Proc Proqeedirjgs of . - Air medical J TH1/2.J|101
Rev Reviews in i Alabama J medical scii 1.1964-;| 001
Scand scandinavilan.cal Am J medical electroni 1N1.19€| 00!
Trans Tranzactions of 4 i

Click On Journal Abbreviation To Select

List of Jrnl Abby's appears for new titles. |

Apply | Clear Form |

[k | Cancel | [elete Jml |

Boroll dewn the list to choose the Jownal to edit. [(Using
la less common word than 'Medical' redures size of bist.)

Enter characters to zearch for in the Journal Tith
field.
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Since “Medical” is a fairly common word in our Journal Titles List, it will be wiser to choose some
less common word, but even with a fairly long list it is possible to use the scroll bar on the right to
scroll down yo the title you want to edit. Double-click on the title you want to move its values to
the edit boxes.

i " Add/E dit Journals El
Jinl #5735 ([Double-click selected title line to <--- Journal Titles - IS5Hs - HLMUIs
bring mformation to hosxes helow. Title TitleAbb BegEnd [IS5H «
Search I Title: [Medical reference servic Medical problems of pe 0885-
Medical products sales 12M5. M, | 0279-4
. Medical progress throu 1.1972-.|0047-E
Title nhhrmr:l Medical psychotherapy 0835-:
) ) Medical quarterly [Blar 1M7-:
Title Begin/End: [1111,SPRING 1982-- Medical radiography pl 23,1947 | 0025-7
Medical record health 18M1.FE|0950-F
ISSH: ||]2;-'ﬁ-3aﬁg Medical record news 33M1,.FE|DD25-7
Medical reference sery E
HLMUL |32192“3 Medical refqre services lEIll}l 1234-1
- Medical zcience rezsea 0269-£
. Indicate Jormal Cremed
Owned: [~ ehy E];:;mg this hox Medical zection proces 8TH U
- Medical zervice 1.19447|00038-£ vl
4 ]
Apply Clear Farm Mew Title I
E dit Journal Title here. or click ‘Clear Form' and type
Ok Cancel Delete Jral | lin a search value to search Journals Table.
Lppl Ol arll hanges.
Global Title Change | [hrsty ox ik |

Editing Journals

In the case above, we can make such changes as necessary in the record for Medical Reference
Services Quarterly and then use the Apply or Ok buttons to save them. The vertical scroll bar at
the bottom of the Journal Titles List can be scrolled right to expose the NLM Ul and Title Owned
columns.

Sorting the Journal Titles List

You can sort the Title, ISSN or NLM Ul columns in ascending or descending order by clicking on
the header at the top of the column.

To reset the Journal Titles List after a search to its full number of entries, click the Clear button
and type in another search value.

Deleting Journals

Highlight a Journal Title to delete and click the Delete Jrnl button to delete a Journal Title from
the Journals Table. If the title has activity in one of the other tables you won'’t be able to delete it
without first assigning its items to another Journal Record using the Global Title Change button.
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Adding Journal Titles

Journal Titles are added automatically if they are part of a DOCLINE Borrow transaction and are
not already in the Journals Table of the QuickDOC.MDB database. They can also be added
manually using the Add/Edit Journals Form.

Add Journals

Records for Journals can be added from the Add New choice on the Menu Bar, under Journal

Title.
Add New Lackup |
'E Borrow
% Lend
& Dept
3z Lend Credit
ﬂ Patran

The Add Journals form is the same as the Edit Journals form, except for the automatic checks
for duplicate values in the Title, ISSN and NLMUI text boxes. After you enter a value in any
of these fields, a search is made for matches in the database, in order to prevent duplicate
records being added.

N3

i AddfEdit Journals il
Jrnl #l' F Title with & zimilar name existz--> <--- Journal Titles - I55NMs - NLMUls
Title TitleAbb |BegEnd |I55H
Title: |Metlical reference serviee | Medical reference sery 1H1.5P1|0276-386

[Medical reference services quarterly|

Title Abhrew: |

Title Begin.l'Em:l:l

After pressing Enter in the Title box, a quick search is made in the database to identify any similar
Journal Titles. If one is found it is displayed in the list on the right. You can double-click on that
record line to edit that record and abort the add.

A similar search occurs after data is typed in the ISSN box:
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i Add/E dit Journals x|
Jrnl #l' ¢-—- Journal Titles - ISSHz - HLMUI=z
Title TitleAbb |BegEnd IS5
Title: |I'u'|e:lit:a| reference Servic Medical reference sern 1H1.5P1|0276-386
Title Abbrew: IME[' Ref serv q \

Title Begin.IEm:l:l

Search | ISSH: |ﬂ2?6-3869

HLMI.II:I
owned: [v [t's possible to create another record wath the same [SEH but
. o are warned a rsnber of times on the way to doing so.
aaa | P 1 I I LI

You can also use the Search Button next to the ISSN box to do a search on a partial ISSN, in
order to check for an earlier entry:

i Add/Edit Journals x|
Jrnl #l' F Title with a zimilar name exists--> <-—- Journal Titles - ISSHz - HLMUI=
Title TitleAbb BegEnd [ISSH
Title: IME[li[:al reference servics | Avch otolaryngology 0276-C
Interferon 1.1979-{0276-1
. Occupational therapy . 0276-1
Title Abbrev: II'"'IIE”I Ref serv q J rural community psyc 0276-:
: ) Imagination. cognition 0276-:
Title Begin/End: | Int J eating disorders 1H1.AU | D276-:
Advances in ophthalmi 1.1982-|0276-2
Search | ISSH: |u115_ J zocial work human si 0276-:
‘cm:k the Search button after typing part of ISSH to f%%::g:;;eﬁeh:‘::gﬁ el TN1.5PI 33;3:::—
get a list of matches. Mateh appears again here-"[ | po 0yl p i 1N1.FAL| 0276-4

Again, while it’s possible to add two records with the same ISSN, it isn’t usually recommended,
since the whole point of the Journals Table is to ensure discrete, appropriate assignment of
transactions to the appropriate Journal Title involved.

Transferring Journal Activity

To transfer activity from one Journal record to another, use the Global Title Change button at the
bottom of the form. This method can be used for moving activity from any Journal Title record to
another, but it's very useful also in removing Monograph Records from the Journals Table that
have been added there incorrectly during a DOCLINE Import.

Using Global Title Change to Remove Monographs from tblJrnls

If you discover a monograph title in the list of Journal Titles, you can use the following method to
change all Borrow and Loan activity to the default Monograph record (usually 9097) and also
remove the monograph title from the Journals Table. Use the following steps:

7. First find the monograph record you want to remove, as below, and double-click that
entry to put it into the Edit box. Click Global Title Change.



i AddZEdit Journals
Jrnl # g116

o remove a Monograph from the
blTmls Table, first select from List.
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a

x|
¢--- Journal Titles - I55NMs - NLMUls
Title TitleAbb |BegEnd |I55H ;:I
J houston district dent. IM5.19: sy
Mational institutes of h 3.1980-
Mewsletter: wisconsin 195971
MASA technical memm MASA T
Mational cancer inshitu 1.1962-;
K.anhohak tamgu 1.19927?
Update on ethics THT MA
CE On dentlal ui:-lic: l::latiuns 1.1957-
':wengermngmmn'um' 1.1909-1
MADC-MB reports 19657-1
Mational vital statistics YOL. 47
Julkaisu / suomen nais 1.1953-
Rivizta di odontostoma M4 JUL;

i

Search I Title: |Hatiunal conference on de
Title Abbrew: |
Title Begin.l'Em:l:l
IEEH'I
Mational conferen
HLMI.II
Owned: [ hen click the Global Title
hange button to select
erge Title (Monogzraph).
Apply lear Form Mew Title
Ok Cancel Delete Jrnl

[ [alobal Title Change U

E dit Journal Title here. or click ‘Clear Form' and type
in a search value to search Journals Table.

8.

Since we want this to be filed as a monograph, we need to choose the record we want to

replace the current record with, which in this case is the default monograph record. Enter
monograph in the Title Box and press Enter. This gets everything with monograph in the
title, including the Default record. Double-click on that first line to choose it.

i Add/Edit Journals x|
Jrnl #l. Choose the first entry for the defanlt [|€--- Journal Titles - 1558z - HNLMUIs
‘Monograph' record. Title TitleAbb ([BegEnd |IS5H g -
Search | Title: [monograph| Monograph Hold for |Do not «
Practical dental monoc 195721
. Monographs in surgica 1.1964-
Title nhhrev:l Genetic psychology me 1 15T H|{0016-
: ) Monographs of Society 1.1935--|0037-£
Title Begin/End: | ASHA monographs N12.19€| 0066-L
Health education monc 1.1957-1{0073-1
ISSH:l Monographien aus den 1.1970--|0077-C
Monographsz in allergy 1.1966-- | 0077-L
HLMI.II:I Monographs in chmical 2.1969-- | 0077-C
Monographs in develo] V1 2\ 0077-(
o g4 Monographs in human 1.1966-- | 0077-L
CISEE | Monographs in oral sci 1.1971--| 0077
Monographs in paedial 1.1971-°|0077-C vI
4 [
Apply [Zlearn Farm I
Ready to replace all instances of National
Ok Cancel [elete Jrml | conference on dental public relations in the

Lenditems and Borrowltems Tables with a new
qumal value. Type in a word in the new Journal

9. A message box will appear with the values to be changed, from and to:




i of Search I Title: |I'-.-'Ionog| aph

Title Abbrew: |

Ready To Globally Change Lend and Bormow B ecords:

[drrl Record Mumber B116]

To

MHew Title Monograph

[Mew Jiml Recard Murmber 9097

Changing &ll lkemz with the curent Jourmal Title Mational conference on dental public relations

Practical dental monoc
Monographs in zurgica
Lenshir ne

Global Journal Title Change 4 fter double-clicking the Monograph line, 2
assaze Box anmounces what wallbe o d

Fecord Humber mn all

= iterns with that of the
Cancel |

defanlt Monogzaph record

This will replace the Tl

10. Click Yes to change any instances of record 6116 to the default monograph record.

Add/Edit Journals
Jrnl # E11ﬁ Global changes u:u:-mple_te-:l. !:II::I

Searchj Title: |Hntinnnl :nnf\renl:e on e

Title Abhrew: I \

Title Begin.l'End:I

ISSH: I

HLMUI: I \

s fter the Global Change, we're back at thelfirst
pecord.| Click 'Delete Tml' to remowve from list.
DN

Spply Clear For M ew Title

<--- Journal Titles -HIS

Title

Monograph

Practical dental monoc
Monographs in surgica
Genetic psychology mc
Monographs of Socieh
ASHA monographs
Health education mont
Monographien aus den
Monographs in allergy
Monographs in clinical
Monographs in develog
Monographsz in human
Monographs in oral zci
Monographs in paedial

a

E dit Journal Title here, or

Ok Cancel Delete Jirl | lin a gearch value to searcl

11. The Global changes have been completed. You can now choose to delete the old

217.

monograph title from the Journals Table (it doesn’t affect the title name that’s filed with
the item records). Click the Delete Jrnl Button to delete
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Are You Sure You Want To Delet x|

Ready To DELETE Thiz Journal Record:

JmnllD = 6116

JmiTitle = Mational conference on dental public relations
JmiTitledbbrey =

JmlBegnEnd =

Jinll55M =

JrnlMLKLUI =

Cancel

:

12. One more chance to back out, but click Ok to complete the transaction.
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QuickDOC Reports

Reports are listed under the Menu Bar item Reports. Reports are available in separate forms
for Borrowed Items and Loaned Items.

Bepaortz  Utilities | Wi

[ v Borrowed [tems
v Loaned ltems

Borrow Reports

The Borrow Reports form gives choices for Report Name, Printer to print to (including Print
Preview), Number of Copies to print, and Dates to include. Print Preview is always a good first
choice, to get an idea of how many records will be sent to the printer.

«# Borrow Reports x|

Report Name: |Detailed Borrow Report (by Library) j

Summary Borrow Report {by Library) =

PrintTe: |Journals Borrowed {Summary)

Journals Borrowed (Full)

Copies: |Copyright Report (US - CCC)

Copyright Report {All kems)

Begin Date: Compute Totals (Borrowing)

Loansome Doc Filled In-House |

Copy Service Report (By Patron) -
J—

End Date:

Choose Report Name, Printer and Dates, Abowve,

[Eorroer Beport choices are in the Eeport Hame Comba Box
lhbove. Use Seroll Bar if not all choices are displayed.

Primt Now | Exit

Detailed Borrow Report

There are a number of basic Lend side reports included in QuickDOC. The first is the Detailed
Borrow Report, which prints item-level information for each request filled during the period
specified. Columns in the report include: Lender, Request Number, Date Received, Title,
Citation and Lender Charge. These will not include Loansome Docs filled in-house. The first
line of each Library’s activity includes a list of the Library Groups to which that Library belongs.
The format is as follows:
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Library's Group memberships
appear on the first line of each

Title

1959 Clinical transplantation

1924 Peptides

1559 Int JSTD AIDS

1959 Canadian family physician Médecin d
1358 Int TSTD AIDS

1935 HIDA research monograph
13539 Clinical chenustry

1399 Surgical radiclogic anatomy
1939 &m J Chinese medicine

1993 Zhonglma yi xue za zhi

1559 Eye (London, England)

19593 J paediatrics child health

2000 Clinical T pain

1337 Indian J pathology microbiclogy
19533 Revie newrologique

listing.
19-Apr-2002
Ttem Lender ReqMNo Daite
ALUALA is a member of Library Group: OUT
1 ALTALS 1733495 31-Jan-01
2 ALTALS 1882560 31-Jan-01
3 ALTALS 1919857 31-Jan-01
4 ALTALS 1783206 31-Jan-01
5 ATTTALA 1319458 31-Jan-01
é ATTTALA 1884724 31-Jan-01
7 ATTTALA 1733520 31-Jan-01
2 ATTTALA 1857201 31-Jan-01
E ALTALS 1554927 31-Jan-01
10 ALTALS 2004533 28-Feb-01
11 ALTALS 1558861 28-Feb-01
12 ALTALS 2003527 28-Feb-01
13 ATTTALA 2130749 28-Feb-01
14 ATTTALA 2252853 28-Feb-01
15 ATTTALA 2211813 28-Feb-01
18 ATTTALA 2058548 28-Feb-01

1399 Anaesthesia

Detailed Borrow Report (by Library)

01-Tan-01 to 31-Dec-01

Beth Israel Deaconess Medical Center (01-Jan-01 to 31-Dec-01)

Citation

Oct;15(5):365-74
How-Dac 508):1077-84
Mar;1003):174-51
Feb45:573-5
WMar3(3):139-45
150:92-109

ol 4507):934-41
2101):17-21
27(3-41299-305
9(1532-535

Dec;13 (Pt 6):797-8
Az 29047:295-7

Jan; 1602 Suppl):S67-72
Jan40017:71-4
155(9):731-6
Way,54(5)1:461-5

Page 1
Charge

$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00

A subtotal appears at the end of each itemized Lending Library’s listing, as in the following, from
the University of Alabama at Birmingham:

ATLTTALA 3935892
ALTALA 3933131
ALTALA 4054096
ATLTTALA 42746813
ALTTATA 4301354

31-Aug-01
31-Ang-01
31-Ang-01
30-Sep-01
30-Sep-01

1933 Domumenta ophthalmologica. Advances 97(3-47:471-4

12280 Zentralblatt fir Nenrochimrgie
19593 South African Tsurgery. Snid-Afiik
2001 Transfision chnique et biologique
2000 Anatomy embryology

Total 96 Itemis From University Of Alabama At Birminghan

41(1):49-56
Sep:31r31:104-5
FanB031261-6
Tan:201(11:63-74

Total Charged By ALUALA:

$0.00
$0.00
$0.00
$0.00
$0.00
$0.00

Each library is subtotaled, and there are Grand Totals listed at the very end of the report for Total
All Items, Total Libraries and Total Charges.

Summary Borrow Report

The Summary Borrow Report lists total activity with each Library during the period in question:
total items and the total amount charged.

Summary Borrow Report (by Library)

01-Jan-02 to 31-Dec-02

Beth Israel Deaconess Medical Center (D1-Jan-02 to 31-Dec-02)

Itenis Borrowed Charge

1
1
1
1
g

that library.

Library Groups appear
in parentheses, if there
are groups assigned to

T-Jan-2003
Library No. Lenders LIBID

1 AZTTART Tniversity Of Arizona
2 CATCLA Tmiversity Of Califorria, Los Angeles
3 CATCEF Tmiversity Of Califormia San Francisea
4 CAULYI 2t Vineent Medical Center (OUTE)
5 CTUCOH TTeonn Health CtyL M Stovre Library (R25)
3] CTUHHH Hartford Hospital (B2
7 CTUTAL Tale Tuiversity (B33
] FLUMIA University Of Miami School Of Medicine
9 GATMULD Wercer UTniversity Atlanta

10 E¥ULOT Eomhanser Health Sciences Library

11 MAUEHA Brockton Hospital (CELLS, MA)

—— )

$11.00
$11.00
$11.00
$2.00
$110.00

$0.00
$33.00
$11.00
$10.00
$10.00

$0.00

Page 1

[EU S B N ]

(== )

—

The Detailed Patron Report includes a line for each Patron transaction during the period

Detailed Borrow Report (by Patron)

specified. It includes not just ILL activity, but also Copy Service and LOANSOME DOC requests
that were filled in-house, so the totals here may be higher than reports for the same period that
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track only ILL activity. The report is sorted by Patron Name (Last, First), and by Rec’d Date
within each Patron. It includes the Patron Status in parentheses after each Patron Name, and
indicates the Dept referenced for each transaction.

Charges are those Local Charges that are billed to the Patron. If the item was billed to a
Department or Cost Center, or if the Local Charge, itself, was 0.00, then the Charged As Patron
here will be 0.00.

LOANSOME DOC and Copy Service items are indicated by an L or a C, respectively, just to the
right of the item number.

The format of the Detailed Patron Report is as follows:

Report is sorted by Patron Hame, with Detailed Borrow Rep':llt (by Pﬂtl'Dll) Only charges specifically

Patron Etilll!: {in pargntheses}). DEPT 0-Diec-02 ta 31-Deci? assigned to Patrons are
is indicated eachirequest. counted here {any Dept
payments will be 0.00).
24-Jan-2003 Heth Israel Deaconess Medical Cenier (01-Dec-02 to 31-Dec-D2) Page 1
Liem[LC]Pairon/Te L Date Title Citation Charged As Patron
Free items will

045123 10-Dec-D2 1995 Int T musing practice Hewl(l):63- |AlS0 be 0.00 $0.00

2 2945122 10-Dec-02 1392 T professional msing Jal-dng 247:202 $0.00
Total Z Items For Folcarelli, Pat Total Charged o Folcarelli, : $0.00
LOANSOME DOC items show an L here
Odo:
1 D 2945055 04-Dec-02 2002 ATNE. Am J nenroradiclogy Jan-Fal 25306):995-1002 $5.00
Total 1 Items For Odom, Claire Total Charged to Odom, Claire: $5.00
Richardson, Martha (Marcie) (MD)
1 OBGY Q024475 12-Dec-02 2001 Ulirasound in obstetrics gymecology Mar,1(3:191-6 $5.00
2 OBGY 024476 153-Dec-02 2001 Jultrasound in medicine Ot 20010):1065-2 $5.00
Total 2 liems For Richardson, Martha {Marcie}] Subitotals for each Patron|———  Total Charged io Richardson, :  $10.00
Sukthaime, Vikas
1 WEPH Q032544 13-Dec-02 1990 Cardiowaseular dmgs therapy f spon Jand Suppl 101:37-43 $5.00
2 WEFPH I038H45 12-Dec-02 2002 Crr topies in medicinal chemistry. Jan206):507-28 $5.00
Total 2 Items For Sukhaime, Vikas Total Charged to Sukhaime, Vi:  $10.00
Copy Service items show a C
Tofias,
1 2986402 05-Dec-02 1931 T medical ethies Sep;17(3):138-43 $5.00
2 MED 2954210 12-Dec-02 1386 Br medical T(Clinical research ed. Blar 1,292(R520):596-8 $5.00
3 MED F9EE401 12-Dec-02 1284 J medical ethics Blar,10017:27-5 $5.00
4 MED BREEIIY 12-Dec-02 1288 Br medical T(Clinical research ed. Blar 1, 292(A520):596-8 $5.00

Total 4 Items For Tofiar, Zachary

To harged to Tofias, Zach: $20.00
|Tu‘tals for L and C are here| |Graml totals are in the line below|

TOTAL ALL ITEMS: 11 TOTAL PATRONS: & TOTAL ALL CHARGES: $45.00
I:]_'L =1 LD itemuz); C = 1 Copy Service ii:em(s)]:J [Includes ONLY Charges actually inveiced or paid by Pairon]

Summary Borrow Report (by Patron)

The Summary Patron Report includes a line for each Patron, along with the Dept and, in
parentheses, the Patron Status. All transactions during the period specified are sorted by Patron
Name, totals for each Patron are cumulated under Items; Lending Library Charges for each
Patron are shown in the column Chrg By Lender; Local Charges Paid By Dept or Cost Center
are shown in [Dept Paid], and actual Local Charges Paid by Patron are in the Charged (as
Patron) column.

The report includes not just ILL activity, but also Copy Service and LOANSOME DOC requests
that were filled in-house, so the totals here may be higher than reports for the same period that
track only ILL activity. The [LD] and [Cpy] columns are subtotals of the Items column on that
same line and are included in that item total. The [LD] column includes both in-house
LOANSOME DOCs and those filled after referral on DOCLINE.

The Local Charges that were assigned to Departments or Cost Centers aren’t included in the
Charged (as Patron) Totals, but are shown [in brackets] here. The report is sorted by Patron
Name (Last, First), and by Rec’d Date within each Patron. It includes the Patron Status in
parentheses after each Patron Name, and indicates the Dept referenced for each transaction.
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Charges are those Local Charges that are billed to the Patron. If the item was billed to a
Department or Cost Center, or if the Local Charge, itself, was 0.00, then the Charged As Patron
here will be 0.00.

The format of the Summary Patron Report is as follows:

Report includes Patron Last, Fist- | Summary Borrow Report (by Patron)

Short Dept Hame and Status atron 01-Dec02 to 31-Dec-02
{in |Jarenth£es}, if asgigmed.

|The LOANSOME DOC and Copy Service columns are subtotals of the items culumnl

24-Jan-2003 Beth Israel Deaconess Medicil.Center (I]l-?éc-llz to 31-Dec-02) Page 1
Patron No. Patron/Namg'. Depi{Status) #Hems TLD] [Cpy]  ToLender [DeptPaid] Chrg{as Patron) Pai#
1 3 2 $2.00 [$0.00] $0.00 1
2 Odom, Claire - RAD 1 $0.00 [$0.00] $5.00 2
5 Fichardson, Martha (Mareie) - OBGT (MD) 2 $0.00 [$0.00] $10.00 3
4 Gukhatme, Vikas - NEFH 2 $2.00 [$0.00] $10.00 4
5 Tofias, Zachary - MED 4 1] $11.00 [$0.00] 420,00 5
ot e { De Charges included

when Local Status =
InvPat or PaidPt.

kiran(l Totals in the line heluw.|

TOTAL PATRONS: 5 TOTAL ITEMS: 11 TOTAL CHARGES: $45.00
[Includes LD Filled In-Housze & Copy Service items] [ncludes ONLY Charges actually invoiced or paid by Pairon]

Detailed Borrow Report (by Dept)

The Detailed Dept Report includes a line for each Dept transaction during the period specified.
It includes not just ILL activity, but also Copy Service and LOANSOME DOC requests that were
filled in-house, so the totals here may be higher than reports for the same period that track only
ILL activity. The report is sorted by Dept Abbreviation and by Rec’d Date within each Dept. It
includes the Full Department Name (in parentheses) after each Dept Abbreviaton, and indicates
the Patron referenced for each transaction.

Charges are those Local Charges that are billed to this Department (or to a Cost Center of this
Department). If the item was billed to a Patron, or if the Local Charge, itself, was 0.00, then the
Charged As Dept/ CostCtr here will be 0.00.

LOANSOME DOC and Copy Service items are indicated by an L or a C, respectively, just to the
right of the item number.

The format of the Detailed Department Report is as follows:
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Detailed Borrow Report (by Dept)

01-Dec-02 to 31-Dec-02

Report sorted by Dept Abbreviation,
with Full Hame {in parentheses). Patron
is intdicated for each request.

Only charges specifically
assigned to Depts are counted
here (Patron payments or

Free items will he 0.00

24-Jan-2003 th Israel Deaconess Medical Center (D1-Dec-02 to 31-Dec-02) Page 1l
Tem [LC]Dep: Date Title Citation Charged As ' CostCir
Copy service items showa C here|

1 05-Dec-02 19591 I medical etlues Sep; 1 7(3):138-45 $0.00
2 2394210 12-Dec-02 1988 Br medical T (Climcal research ed. Mar 1 292(8520):594-2 $0.00
3 8966401  12-Dec-02 1984 T medical ethics Mar;10(1):27-8 $0.00
4 Tofias, Fachary 26R359 12-Dec-02 1988 Br medical T (Climcal research ed. Mar 1 292(8520):594-2 $0.00
Total 4 Tiems For MED Total Charged to MFED: $0.00
NEPH
1 Sukhatme, Vikas Q038544 13-Diec-02 1990 Cardicvasoular dvags therapy fspon Jany4 Suppl 100:37-43 $0.00
2 Sukhatme, Vikas Q038845 19-Diec-02 2002 Cry topics in medicinal chenustry. Jan2(60:507-28 $0.00
Total 2 Hems For NEPH Subtotals for each Dept]—————— >  Total Charged to NEPH: $0.00
NURS (Nursing Adn )
1 Faolearell, Pat 2345123 10-Diec-02 1935 Int T mrsing practice How 1(11:68-2 $0.00
2 Folearelli Pat 8945122  10-Dec-02 1992 J professional wursing Tuldung B(47:202 $0.00
Total 2 Tiems For NURS Total Charged to NURS: $0.00
OBGY
1 Fichardson, Martha (9024475 12-Diec-02 2001 Ultrasound m ohstetrics gymacology War;17(3):151-8 $0.00
2 Fichardson, Martha (9024478 13-Diec-02 2001 Jultrascund in medicine et 200100:1085-9 $0.00
Total 2 Items For OBGY Total Charged to OBGY: $0.00
LOANSOME DOC tems show an L here
1 m, Claire 2245055 04-Dee-02 2002 ATHE. Am J neuroradinlogy Jun- Rl 250R):895-1002 $0.00
Total 1 liems For RAD Total C d io RAD: 0.00
e s Tox [Grand Totals, and L and C Totals, are below.| e harge ¥
TOTAL ALL ITEMS: 11 TOTAL DEPTS: & TOTAL ALL CHARGES: $0.00

[L=1LDitemds); C =1 Copy Service item{z}] [Includes ONLY Charges actually inveiced or paid by Dept/'Cost Center]

Summary Borrow Report (by Dept)

The Summary Dept Report includes a line for each Dept and, in parentheses, the Full Dept
Name, if any is registered for that Dept. All transactions during the period specified are sorted by
Dept, totals for each Dept are cumulated under Items; Lending Library Charges for each Dept
are shown in the column Chrg By Lender; Local Charges Paid By Patron are shown in [Patron
Paid], and actual Local Charges Paid by Department are in the Charged (as Dept) column.

The report includes not just ILL activity, but also Copy Service and LOANSOME DOC requests
that were filled in-house, so the totals here may be higher than reports for the same period that
track only ILL activity. The [LD] and [Cpy] columns are subtotals of the Items column on that
same line and are included in that item total. The [LD] column includes both in-house
LOANSOME DOCs and those filled after referral on DOCLINE.

The Local Charges that were assigned to Patrons aren’t included in the Charged (as Dept)
Totals, but are shown [in brackets] under [Patron Paid] here. The report is sorted by Dept
Abbreviation. Itincludes the Full Dept Name in parentheses after each Dept Name, and
indicates the Dept referenced for each transaction.

Charges are those Local Dept/Cost Ctr charges that are billed to this Department (or to a Cost
Center of this Department). If the item was billed to a Patron, or if the Local Charge, itself, was
0.00, then the Charged As Dept/CostCtr here will be 0.00.

The format of the Summary Department Report is as follows:
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Report includes Dept Abbreviation T “CYVAT T
and Full Dept Hame fin parentheses), Sllll]lllaly BOI'I oW Repolt (by Dept)
if assigned™ 01-Dec-02 to 31-Dec-02

|The LOANSOME DOC and Copy Service columns are subitotals of the items cnlumn|

24-Jan-2003 Beth Israel Deaconess Medical-Center (01-Déc-02 to 31-Dec-02) Page 1l
DeptNo. Dept/! ept Full Name) #Hems [LD] [Cpy To Lender [Patron Paid] Chrg (as Dept)  Dep #
1 4 ] $11.00 [$20.00] $0.00 1
2 ' 2 $2.00 [$10.00] $0.00 2
3 HURS (Mursing Adm.) 2 $2.00 [40.00] $0.00 3
4 OBGY 2 $0.00 r$10.00] $0.00 4
5 RAD 1 m $0.00 [h5.00] $0.00 5

[Totals for the L. NCpyServ)Lil and Pepiicols| |Charges included
when Local Status =

|Graml Totals in the line below §20.00) [$45.00 InuDep or PaidDp.

TOTAL DEPTS: 5 TOTAL ITEMS: 11 TOTAL CHARGES: $0.00
[Includes LD Filled In-House & Copy Service items] [Includes ONLY Charges actually imvoiced or paid by Depit/Cost Cender]

Journals Borrowed (Summary) Report

The Journals Borrowed (Summary) Report lists each Journal Title borrowed during the period
in question, along with the number of times it was loaned and the ISSN.

Journals Borrowed (Summary)
01-Tan-01 to 31-Oct-01

19-Apr-2002 Beih Israel Deaconess Medical Center (01-Jan-01 1o 31-Oct-01) Page 1
Journal# #Borrowed Jrnl Title IS5
1 1 [Cloang-Ima 1 hsieh tsa chih] Chinese medical T, Fr 0578-1337
2 1 [Zasshi] I. Mihon Maika Gakkai 0021-5384
3 1 AANL T 00%4-6354
4 2 ACOT educational ballatin,
5 2 ACOT nersletter. 0400-048%
& 2 ACOT practice bulletin 1059-53830
7 1 Aecta chinrgiae plasticas 0001-5423
o] 2 Aecta chingica Belziea 0001-5452
9 1 Aecta chinngica seand supplementom 0301-12a0
10 1 Aota crystallographica. Section D, Biological crys 0907-4449
11 1 Arta cytalogica 0001-5547
12 1 Acta hortioalhorae, 0567-7572
13 1 Acta Med Port 0870-399%
14 1 Acta medica (hradee kralowe) 1211-42836
15 1 Aecta medica Okayama 032a-3003

The left hand column is counting the titles as they are printed. At the end of the report is a
general total:

997 1 Warld T argery 0564-2515

998 2 Wound repair regeneration 10677-1927

993 2 Teast (Chichester, West Sussex) 0742-503%
1000 1 Teitsehrift firr arztliche forfhildons 0044-2178
1001 1 Zeitsehrift fir Kinderchinrgia 0174-3082
1002 2 Zeitschrift fiir Natmforsclmg, C, Thiosciences 0341-0382
1003 1 Zeitsehrift fir Orthopidie und ithre Grenzzebiete Qo44-3220
1004 1 Zentralblatt fir Gynilologie ao44-4197
1005 2 Zentralblatt fivr Henrachinirgie Qo44-4251
100& 1 Zhonglnia ¥ e =a zhi
TOTAL JEMLS: 1,006 TOTAL ITEMS: 1,820

Journals Borrowed (Full) Report

The Journals Borrowed (Full) Report lists each Journal Title borrowed during the period in
question, but also includes a line for each item, including the Lender, Year of publication and the
Patron Name. It generates a list of ALL journals borrowed, not just those subject to Copyright,
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sorted by # Borrows, most to least. Within each Journal Title, items are sorted by Patron Name,
so that items borrowed for a single patron will be grouped together. This report can also be
configured to print only those titles with a certain number of times borrowed, so that only those
titles you borrowed most often will be included.

Print Most Borrowed Journal Titles

An input box will pop up after you've selected the Journals Borrowed (Full) Report to ask at which
number of Borrows you want to cut off the printout:

Print Mozt Borrowed Titles x|
Show Only Titles Borowed at least [number) times
Enter a number below to restrict the rE|]DI‘t| Cancel |
to just the most borrowed Journals. [0i= the default; once

yvou select a number,
m will be used in that
current session.

If you leave it at O (or enter 1) it will print all items. To see all journals borrowed five or more
times during the year enter 5. The report will be printed with the most-borrowed titles first, down
to the last title borrowed 5 or more times.

Journals Borrowed (Full)

(fnciudes Al Journals Borrowed af least 5 times, soried by # of Borrows, then by Patron, with Lender Inf
01-Tan02 to 31-Oet-02

23-Nov-2002 Beth Israel Deaconess Medical Center (01-Jan-02 to 31-Ocit-02) Page 1
Journal# # Borrowed Lender Year Jrnl Title Patron

1 1 CHICHE 1996  Leukemia lymphoma Bassal, Mylene Lngel
2 CHICHE 1997 Bassal, Mylene Angel
3 CHUCHE 2001 Draly, Jay
4 QOHUOCHE 1998 Liang, Zayuan
5 HECQHE 1791 Liang, ayuan
& CHUCHE 1523 Trobaugh, &ngela
7 CHICHE 1993 Trobaugh, &ngela
2 CHICHE 1993 Trobaugh, &ngela

2 1 COTZAM 1991 Am J srgical pathology Janik, Jr., Joe
2 COTDGC 1593 Liang, ayuan
3 COTDGC 2001 Mieran, Gary
4 COUDGC 2001 Mieran, Gary
5 COUIFC 2001 Mieran, Gary
& COTDGC 1559 O'Connor, Fudith
7 COTDGC 1985 O'Connor, udith

3 1 COULTE 2001 Am T hospice palliative care Englich, Haney
2 COULTE 2001 Pearson, Joanne
3 COULTE 1999 Pearson, Joanne
4 COUVHD 1993 Pearson, Joanne
5 COULTE 2000 Pearson, Joanne
& COULTE 2000 Pearson, Joanne

This report can be fairly lengthy, if you don’t restrict it to most borrowed titles, with a line for each
item loaned. The individual numbers in the second column (# Borrowed) provide the subtotal for
each Journal during the printout. This report also includes a total at the end of the report:
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23-Nov-2002 Beth Israel Deaconess Medical Center (01-Jan-D2 to 31-Ocit-02) Page 2
Journal# # Borrowed Lender Year JrnlTiitle Pairon
9 2 COUDGC 2000 Seminars in nenrology Riffe, Stacey
3 [slali)ale s 2001 Sokal, Fon
4 COUDMS 2000 Stmme, Michasl
5 COTDGC 2001 White, Andrewr
TOTAL ALL ITEM5: 53 TOTAL JRENLS: 9

Copyright Report (US - CCC)

The Copyright Report (US - CCC) generates a list of ONLY those items that currently fall
outside of the U.S. CONTU Guidelines for copyright compliance.

In general, the CONTU Guidelines require reporting if:
1. This Journal Article Borrowed is less than 5 years old;
2. There have been 5 or more previous Borrows of this type from this journal this year;
3. This is a Title for which you do not have a current subscription; and | would also add:
4. You have not already paid a royalty through a third-party at the time of ordering.

The Copyright Report (US — CCC) therefore prints only Journal items for which a Copyright
Charge might be due, usually payable through the Copyright Clearance Center (the CCC of the
report title).

This report therefore excludes borrowed articles from Journal Titles that provided fewer than 6
articles in the calendar year specified; it also excludes items published earlier than 5 years before
the calendar year in question; and it also excludes requests marked CCL (the U.S. standard that
tells the Lender that this request conforms to the Copyright Law, generally because the item is
greater than 5 years old, rather than the CONTU Guidelines, CCG, which generally means the
item borrowed is within the 5 year period), because this is a way to gather any number of
exceptions (including “We own it!” and “We already paid the royalty!”) in a single value.

It also checks the Publication Date, and excludes anything older than 5 years before the Begin
Date of the report, whether or not that item is marked CCL or CCG.

The report also excludes Loansome Doc requests filled in-house (i.e., Loansome Doc
requests where the Lending Library is the same as the Borrowing Library), since this activity is
more like a Copy Service than Interlibrary Loan. Of course there are Fair Use issues here,
etc., but that is outside the scope of this discussion.

The current subscription distinction, as mentioned above in the third bullet of the CONTU
Guidelines discussion, is a bit more complicated. At some point, we'll be able to check Journal
Titles for current subscriptions directly in QuickDOC.MDB; the fields are there but the enabling
code is not. So, for the time being, use the DOCLINE CC Field or the CC Field in the Add
Borrow form for non-DOCLINE requests, to register your own compliance with the Guidelines,
by choosing CCL instead of CCG when the Journal in question, even if within the 5 year period, is
one for which you have a subscription. The QuickDOC Copyright Report (US — CCC) will then
skip that item as it makes its calculations.

Fnally, in the case of items borrowed from Lenders who include the Royalty Charge as a part of
the Loan Charge (such as CISTI, or any of the commercial document delivery providers),
mark these records CCL so that they will not be included in the Copyright Report (US — CCC).

If you enter an incorrect CC value at the time that any item is ordered, you can change it in the
BorrBibCopyright field that is available on any Borrow Grid by clicking the + sign at the left of
the appropriate row.

The Copyright Report (US — CCC) includes # of pages, Year, Jrnl Title (ISSN), and the citation.
As the subtitle suggests, only those items not excluded by time or CCL or the Rule of 5 will




227.

appear in the report. This is a conservative estimate, so that if your Start Date is anywhere in
2001 (as it is below), QuickDOC will assign the CCL cutoff date to the earliest it could have been
(in the case below, a report date of 1/1/2001 yields a cutoff date of December 31, 1995 ---
Anything before that COULD NOT BE within the 5-year period) and will include any items
after that that meet the other criteria. So the Publication Years within that constraint are 2000,
1999, 1998, 1997, 1996 (with 2001 included by definition, as it progresses).

Of course, this floating 5-Year period will change during the year in question, so that something
borrowed in January, 2001 will be properly included, while something else, borrowed at the end of
the year, might be included in the total while it should have been excluded, instead. In these
cases, use the CCL Copyright value to exclude items that would otherwise be included in the
general Copyright Report (US — CCC). You can use the Copyright Report (All Items), which is
the next report described below, to perform a final check for intra-year items that may be
excluded under CONTU because the publication date/month within year 5 (1996 in the case
above) is earlier than the date/month when the item was borrowed during this year.

This report prints ONLY those items that should be reported to the Copyright Clearance
Center (CCC) in one of their reports,

Copyright Report (US - CCC)
(U8 CONTU Guidelines: Jrnd Borrows = Syeartitle for articles published after 1995 and CCG)
01-Tan-01 to 31-Cet-01

19-Apr-2002 Beth Israel Deaconess Medical Center (01-Jan-01 to 31-Oct-01) Page 1
Journal# #=5 #Pgs Year Jrnl Title {(I55N) Citation
1 1 3 1293 fieta orthopaedica Belgiea (0001-8462) Dlecf5047:418-23
2 5 1993 85 Suppl 1:57-61
2 1 4 2001 Allersy asthma procesdings (1083-5412) Ilar-Apr22020:71-4
3 2000 Now-Dec 21[E1:5377-9
3 1 2 1998 dnn epidemiclogy (1047-2737) Mlar A 2):154-2
12 1998 MWayB41:250-61
4 1 4 2000 Arch disease in childhood. Fetal neonata [1353-2998) SepA3(21FF7-100
2 5 2000 Sep 321 FEA-20
3 2 2000 MWayrB203):F248-9

At the end of the Copyright Report (US — CCC) will be the Grand totals:

13 1 7 2001  Chesity rasearch [1071-7323) Fal;207:594-400
8 1979 Tan;7(13:1-8
3 2 1959 By, 7(3):265-72
14 1 14 2000  Progress in pediatric cardiclogy (10528-9813) Blayr 1,11717:25-38
2 9 2000 May 1,11117:55-63
3 15 2000 Fam 1;11(2):115-129
15 1 5 1998 TUltrascund in cbstetrics gynecology (0980-7832) Fan;l 10804 56-2
TOTAL ALL ITEMS: 29 TOTAL JRNLS: 15 TOTAL PAGES: 132

This summary is the total of the U.S. CCC Report. Before generating a final report for CCC, first
print the Copyright Report (All Items) for all Journals borrowed 6 times or more. Use this printout
to check for Journals Owned, or ltems already paid for, or Borrows that pre-date the five year
CONTU Guidelines checkoff within the year. Change these to CCL if you don’t want them
included in the Copyright Report (US — CCC). Change any other values that may be exposed as
incorrect wihtin this report. Then print the final CCC Report.




Copyright Report (All Items)
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The Copyright Report (All Items) generates a list of ALL journals borrowed, not just those
subject to Copyright, sorted by # Borrows, most to least. It can also be told to print only those
titles with a certain number of times borrowed, so that only those titles you borrowed most often
will be included. Because the purpose of this report is to provide a mechanism for fine-tuning
Copyright data before preparing the official CCC Copyright Report, it also includes the Request
Number and Date Received, to facilitate editing in the actual request, if necessary. No Patron
Information appears on this report, but it does appear on the Journals Borrowed (Full).

Print Most Borrowed Titles

An input box will pop up after you've selected the Copyright Report (All Items) to ask at which
number of Borrows you want to cut off the printout:

Print Most Borrowed Titles |
Chow Drly Titles Borrowed at least [nurber] times
Enter a number below to restrict the rE|mrt| Cancel |
to just the most borrowed Journals. |[| is the default; once

you select a number,

:

will be uzed in that
current session.

If you leave it at O (or enter 1) it will print all items. To see all journals borrowed five or more
times during the year enter 5. The report will be printed with the most-borrowed titles first, down
to the last title borrowed 5 or more times.

Copyright Report (All Items)

(fncindes All Journals Borrowed ii least 3 fimes, sorted by # of borrows, with Reguest #, CC info and #Pgs)

This report can be limited to Journals

horrowed most often during this period.

28-0ct-2002
Journal# [Reg#]
1 [5220280]
[5683851]
[5883421]
[5583408]
[5583828]
[5820361]
[5683484]

2 [5239360]
[5839355]
[5339355]
[6126425]
[6126342]
[£400464]
[6035336]

3 [8470293]
[6445854]
[5768457]
[5458015]
[5768498]
[5794729]

01-Tan-02 to 30-Bep-02

Beth Israel Deaconess Medical Center (01-Jan-02 to 30-Sep-02)
#Borrowed CC #Pgs  Year Jrnl Tiile (ISSN) Citation
1 1 _AmJhospice palliative care (1042-2091) May-han;12(3):161-2
2 G 1 2001 Mar- Apr 18(2)@3-100
3 G g Use ftto check that thé CC value is correci, P 2):127-34
4 G 2 2000 or thi afjes are collectly calculated Ma.r Apr 17(2):76-7
5 G 10 1999 or that {for US Libraries) the time hetween May-Fan;1 6(3):517-26
& el ] 1994 C L1 al'l(l 5 or is not 5 years. The Tan-Feh:11(13:26-33
7 G 2 1995 ield is there to make editing easier. JTan-Feb:10¢19:153-4
1 G 6§ 2001 AmJswrgical pathology (0R47-5185) Cet;25(10):1251-4
2 G 2 2001 et 25(10):1252-60
3 G 5 2001 Diec;25(12):1551-5
4 G 1o 1989 Jan25(1):49-52
5 G 71999 Apr23(4):390-6
& G 2 1931 May;15(5):466-74
7 G 5 1985 Fali2(7:475-2
1 G 7 2001 BrJlMaematclogy (0007-1042)
2 G 1 2000
3 G 15 2000
4 G 7
5 G 2
& G 4

Page 1

Rec'd
11-Feb-02
31-Jan-02
51-Jan-02
31-Jan-02
31-Jan-02
11-Feb-02
51-Jan-02

13-Feh-02
15-Feh-02
13-Feb-02
07-Mar-02
07-Mar-02
29-Mar-02
28-Feb-02

08-4apr-02
02-spr-02
05-Feb-02
31-Jan-02
05-Feb-02

This report will also total items, journals and pages at the end:
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30-Oct-2002 Beth Israel Deaconess Medical Center (01-Jan-02 to 30-Sep-02) Page 2
Journal# [Reg#] # Borrowed CC #Pgz  Year JrnlTitle (ISSN) Citation Recd
g [5412620] 4 ) 4 2000 Seminars in neurology (0271-8235) 200222532 25-Tan-02
[5427061] 5 12 1993 18(21185-196 25-Tan-02
TOTAL ALL ITEMS: £1 TOTAL JRMLS: 2 TOTALPAGES: 336

as well as on the Form, itself (most QuickDOC Reports will do this as well).

s Borrow Reports x|
Report Name: i
PrintTo: IPrint Preview j
Copies: |1 "I
Begin Date: IJan 01,2001 j Journals: 1006
tems: 1820

End Date; |Oct 31,2001 |

Report Complete.

Compute Totals (Borrowing) Report

The Compute Totals (Borrowing) Report provides a quick snapshot of Borrowing activity in
various categories, such as Iltem Source, Delivery Method, Type of Item, etc. It also calculates
percentages of activity during the period sepcified, and c